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How to create and staff a good office in a factory community 
Remodeling, rather than moving, may solve space problems 
1960 “Office of the Year” Award winners announced 
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Monroe Calculating Machine 


is Monroe's latest conversation-piece 4 
_ among business-machine engineers. 
Astonishing speed distinguishes this _ 
key, Adding Machine — one of the — 
famous Monroe Series E with the 
“Velvet Touch”. Cycling at 250 milli- 
seconds, it. will outpace and outpro- 7 
J duce any machine of its kind. With its 
repeat key directly over the plus bar, . 
it's a one-handed, sure-handed multi- e 
plier, too— even for the beginner. And 
its trouble-free durability rarely if — 
ever needs the Monroe nationwide — 
service organization that backs its 
1 _ guarantee. The Series E genuinely — 
‘means ease, efficiency, economy —. 
‘ surprisingly low price will save © 
-up te emi. 


es 


Company, Inc. Sales and service in principal cities everywhere. General offices, Orange, N. J. 
(Circle No. 41 on Reader Inquiry Card) 
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can give you communications with all these features: 


®@ communications which can meet your internal and @ which require no capital investment 

external needs in one integrated system on your part 
e which have been engineered by the largest com- @ which include normal maintenance and 

munications research laboratories in the world repairs—at no extra cost 
@ which are tailored to your special needs @ which are backed by 80 years’ experience 

and can be changed as your needs change in serving American business 


Fast, reliable teletypewriter service... 


Modern, compact desktop switchboards... 


...Who else but the Bell System? 


Whether your business operation be large or small . . . whether 
you need better inside or outside communications, voice or written 
communications . . . the Bell System can serve you as no one 
else can. 


We offer you equipment and services which can improve effi- 
ciency throughout your organization. We can help you save valu- 
able time, improve service to customers and increase profits. We've 
done it for thousands of firms. 


Automatic answering and recording services... 


Just call your Bell Telephone Business Office and ask for a 
Communications Consultant. He'll visit you, make a personal study 
of your operations, and recommend the communications you need — 
no more, no less—to function at top efficiency. Telephone soon. 
It may be the most profitable call you’ve made in years. 


BELL TELEPHONE SYSTEM 


THE ONE SOURCE FOR ALL BUSINESS COMMUNICATIONS 


 Seesstiat x 
New Data-Phone service that lets business 
machines “talk” to each other by telephone. 
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R. W. LANDESMAN, 
CONTROLLER of Perma- 
Lite Raybern Corp. 


ae 


ek Biers: “= ont, pee 
a ie ee i ie 
PERMA-LITE RAYBERN CORP., manufac- 
turers of fibre glass awnings, storm win- 
dows, storm doors, canopies, and patios. 


4 THIS COMPLETE NA- 
TIONAL ACCOUNT- 
ING SYSTEM paid 
for itself in less 
than two years. 


“Our Complete ational Accounting System 
saves us *13,200 a year... 


returns 75% annually on investment!”’—perma-tite Raybern Corp.. 


Chicago, Ill. 


“Our National Accounting System 
has proved itself to be a most profit- 
able investment. And this efficient 
system provides us with other bene- 
fits, too. 

“We realize a saving of $1,100 a 
month over our previous method. 
The time alone saved by our 
National Accounting System 
amounts to 468 hours per month. 
The flexibility and accuracy of our 
system has resulted in a substantial 
reduction of overtime. The cost of 


auditing our monthly statements 
has been reduced by $150. 

“In this day of increased business 
costs, our National Accounting Sys- 
tem has more than justified our 
investment. Our Nationals save us 
$13,200 a year, a return of 75% an- 
nually on our investment!” 


Mb bR nobra. 


Controller of 
Perma-Lite Raybern Corp. 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, ohio 


1039 OFFICES IN 121 COUNTRIES + 77 YEARS OF HELPING BUSINESS SAVE MONEY 


4 


(Circle No. 44 on Reader Inquiry Card) 


Your business, too, can benefit from the 
many time- and money-saving features 
of a National System. Nationals pay 
for themselves quickly through savings, 
then continue to return you a regular 
yearly profit. National's world-wide 
service organization will protect this 
profit. Ask us about the National Main- 
tenance Plan. (See the yellow 

pages of your phone book.) 


* TRADE MARK REG. U. S. PAT. OFF 


Yuntional* 
ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 


ELECTRONIC DATA PROCESSING 
wer PAPER (No Carson Reauinep) 


OFFICE MANAGEMENT and AMERICAN BUSINESS 
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Ray Eppert, president of the 
Burroughs Corp., proudly displays 
model of company's new B5000 
electronic information processor, 
said to be only data processor 
ever designed specifically for use 
with automatic programming 
techniques, to Ken Bement, vice 
president — marketing. See story, 
page 34. 
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How to create a first-class office 

in a factory-oriented community 

Make the office a prestige symbol for entire area, screen and train 
your people carefully. You’re in business 

By Burton Rudow i3 


Moving isn’t the only answer 
When your office is bursting at the seams, remodeling may do the 
job just as well. Richardson-Morrell found it did 


By Robert A. Pfluger 20 
1960 “Office of the Year’’ 
Award winners are announced 28 


After you automate, then what? 
Although attrition usually absorbs displaced workers, fewer jobs 
result in most cases 


By Burt K. Scanlon . 30 


Automation in the office 
Burroughs new solid state B5000 designed for automatic 
programming 34 


Listen to your systems man 
By Charles H. Goddard 40 


Washington actions foreshadow 

end of compulsory retirement 

Older worker’s desire to stay on the job often determines his 
effectiveness as an employee (Conclusion) 


By Robert M. Smith 42 
Data processing becomes company-wide 

AMA conference will stress new role of information systems 49 
How to find the point of no return 

in a computer feasibility study. 

What do you do when new developments threaten to outdate the 
machine already chosen after months of study and work? 

By Raymond Dreyfack 52 
Office Design 

Floor construction: Plan for electronics 

By Jack Freidin 62 
Floor covering: Plan for maintenance 

By John M. Sine 6S 
Tools of the office series 

Copying processes and equipment 

By Mary D. Lyons 72 
“More Clearance—Less Conferences”’ 
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A new 


concept 


in transport 


service . 


ui 
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..by FERNSTROM 


“Quality Control” is a term usually applied 
only to products. Now, for the first time, 
true quality control is brought to the 
transportation field... by Fernstrom Stor- 
age and Van Company, as a means toward 
establishing constantly improving stand- 
ards of performance in the transfer of 
household goods, business offices and cer- 
tain types of equipment. The Fernstrom 
Quality Control program affects every 
facet of transport that concerns customer 
service. 


Do your Traffic or Shipping Department a 
favor ...write or call for your free copy 
of “Moving a Family...or an Industry.” 


FERNSTROM Storage and Van Company 
5600 North River Road, Rosemont, Iilinols 


(Circle No. 26 on Reader Inquiry Card) 


Coming Events 


CIA Southern Area Conference, 
Houston, March 2-4. 
Sponsor: Controllers Institute of 
America. 
Place: Shamrock Hilton. 


AMA Data Processing Confer- 
ence, New York, March 6-8. 
Sponsor: American Management 

Association. 

Place: Statler Hilton Hotel. 
(Details on page 49) 

Eighth Annual Midwest Confer- 
ence, Chicago, March 17-18. 
Sponsor: American Statistical Asso- 

ciation and Chicago Association 

of Commerce and Industry. 
Place: Congress Hotel. 


American Personnel and Guid- 
ance Association Convention, Den- 
ver, March 27-30. 

Sponsor: American Personnel and 

Guidance Association. 

Place: Denver Hilton Hotel. 


Tenth Annual Meeting and Con- 
vention, National Microfilm Asso- 
ciation, Chicago, April 4-6. 
Sponsor: National Microfilm Asso- 
| ciation. 
| 


Place: Hotel Sherman. 


Sixteenth Annual Management 

_ Engineering Conference, New York, 

| April 6, 7. 

| Sponsors: Society for Advancement 

| of Management and Management 

| Division of American Society of 
Mechanical Engineers. 

| Place: Statler Hilton. 

CIA Eastern Area Conference. 
Washington, D. C., April 6-8. 
Sponsor: Controllers Institute of 

| Place: Shoreham Hotel. 


OEMI Business Equipment Expo- 
| sition. New York, April 17-21. 
| Sponsor: Ofhce Equipment Manu- 
facturers Exhibits, Inc. 
Place: New York Coliseum. 
(Details on page 18) 

CIA Western Area Conference. 
Phoenix, April 20-22. 

Sponsor: Controllers Institute of 
| America. 
Place: Arizona Biltmore. 

New England Business Equip- 
ment Exposition. Boston, April 24- 
26. 

Sponsor: National Ofhce Manage- 
ment Association. 
Place: First Cadet Corps Armory. 
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Increase Recordkeeping 


Speed and Accuracy! 
Take Your Choice 
Free Sample 


VISION 


PADS ( 


**Both pads for sale at 


National Stationers” 
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FREE SAMPLE PAD 


MARCH 1961 


NATIONAL BLANK BOOK COMPANY HRtaunge 
Dept. 1703, Holyoke, Massachusetts \aie 


Please send me a FREE SAMPLE PAD (6 column ruling) 
This offer expires December 31, 1961 


I choose EYE-EASE Ct I choose 20/20 BUFF 
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this 


in 
Record Papers 
assures 


“The quality 
which has 
earned its 
reputation” 


— LLBROWN © 


PAPER COMPANY _ 


- Adams Massachusetts “3 
-— . ai : 
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BOOKS 


THE OFFICE AND TOMOR- 
ROW’S BUSINESS, By L. C. 
Walker, (privately printed edition, 
available from Shaw-Walker Co., 
Muskegon 21, Mich.) 187 pp., $4.75. 
This book is a re-issue of Mr. Walk- 
er’s original work of 1930. Since 
it has not been brought up to date, 
many of the ideas, conceived during 
depression times, could sound old- 
fashioned today. But read such 
statements as ‘Faithfulness is a poor 
substitute for accomplishment, even 
the night-work, brief-case kind of 
faithfulness,” or “Capable people 
need very little system. Incompetent 
ones should not be burdened with 
it. They work the system instead 
of performing a function. It stops 
their thinking,” or the entire text 
of Chapter XV: “If a conference 
must be held, it should be kept 
clearly in mind that it is a device 
for considering and adopting poli- 
cies, never for carrying them out. 
What American business needs is 
more clearance and less conference.” 
If you cannot agree with these preg- 
nant statements then—and only then 
—you can say the book is 
fashioned. 


old- 


PROGRESSIVE FILING, Seventh 
Edition, By Gilbert Kahn, Theo- 
dore Yerian, and Jeffrey R. Stewart, 
Jr., Gregg Publishing Division, 
McGraw-Hill Book Co., Inc., New 
York, 182 pp., $3.16. Designed as 
a primer for the beginning file 
clerk and as a textbook for high 
school business courses, this easy-to- 
read book provides valuable infor- 
mation on records systems for the 
ofice manager or anyone else 
charged with the responsibility of 
making some sense out of the paper- 
work mountain. Although filing is 
just a matter of common sense, 
many offices would profit from put- 
ting into practice even the simplest 
recommendations. 


ORGANIZED EXECUTIVE AC- 
TION, By Henry H. Alberts, John 
Wiley & Sons, Inc., New York, 604 
pp-, $8.50. This is not “must” read- 
ing for the shirt-sleeve administra- 
tor whose prime job is to get as 


many papers as possible off his desk 
in a given length of time. But for 
the administrator who wants to put 
on his coat and move to a bigger 
office down the hall, it offers a good 
general education in how executives 
work, and why. Drawing its ideas 
from such diverse sources as Gibbon, 
Peter Drucker, and the 1955 an- 
nual report of the Ford Motor Com- 
pany, the book offers the broad 
knowledge needed to break through 
specialization. Of special interest to 
the office administrator may be the 
section on communication and con- 
trol systems, since these form the 
life blood of the smoothly function- 
ing company. (Chapter 17 in this 
section offers a good description of 
electronic data processing for ad- 
ministrators who wonder what com- 
puters are all about.) Also included 
are the usual analyses of motivation 
and lines of authority found in such 
books. 


PERSONNELADMINISTRA- 
TION, A POINT OF VIEW AND 
A METHOD, by Paul Pigors and 
Charles A. Myers, Fourth Edition, 
749 pp., $7.95, and PERSONNEL 
MANAGEMENT, PRINCIPLES, 
PRACTICES, AND POINT OF 
VIEW, by Walter Scott, Robert C. 
Clothier and William R. Spiegel, 
623 pp., $7.75. Two new tomes 
from the McGraw-Hill shop offer 
the latest of the “last words” in 
personnel administration. Both offer 
rewarding reading for the personnel 
manager as well as the undergrad- 
uate business administration student 
for whom they were presumably 
prepared. The former leans some- 
what toward the psychological ap- 
proach (e.g., two chapters with in- 
teresting but puzzling titles: ““Team- 
work and Individual Goals’ and 
“Situational Thinking”) , but comes 
through with practical case histories 
toward the end. The latter takes an 
historical approach, complete with 
labor-management laws, Supreme 
Court decisions, and other vital in- 
formation to place personnel admin- 
istration in its legal and economic 
setting. It is the reviewer’s choice 
of the two. 
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THIS IS THE NEW ROYALTYPER, A 100% 
BETTER WAY TO DO AUTOMATIC MASS TYPING 
JOBS THAN OLD TWO-UNIT SYSTEMS. 


You claim so much. Be specific. What’s new and better about it? This: it’s single-system. 
It does its punching and its typing all with one simple standard keyboard. See the keyboard in 
the picture down there? That’s it. The Royaltyper tape is an exclusive, too. Its card width is 
designed for ease of handling and storage economy. 
Another standard feature: automatic tape reproduction, 
to permit easy revisions and updating. Is punching 
any easier than with other automatic typewriters? 
About 100% easier. Any typist can do it without special 
training. Tell how. She rolls in a piece of paper, flicks | 
a switch, types the first letter, just as she’d type any * 
letter. This automatically punches the tape, and the . 
operator sees every word she 
punches. You mean there’s 
no blind punching? No blind 
punching as in outmoded 2- 
unit systems.Then the machine 


takes over—at 135 words per . 
minute all day long. Number mt 
of copies: unlimited. If you , 
ever have personalized first 
copy mass mailings to get out, 
and you're tired of paying the ‘ 
price of independent punch- Z 
ing or operator training... m 
Where can | get literature? | 
I'm going to tell you: get in 
touch with Royal McBee Corp., 
Port Chester, N. Y. 


Oh, yes. One more thing. | bet it costs like... 
No. Royaltyper is firmly in line with other systems. 


A PRODUCT OF ROYAL McBEE CORPORATION, WORLD'S LARGEST MANUFACTURER OF TYPEWRITERS. 
(Circle No. 59 on Reader Inquiry Card) 
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Child’s play 


Any person who knows basic arithmetic—even a school child—can 
quickly master the operation of the Friden calculator. The reason? 
Unlike other machines, the Friden has a separate multiplier keyboard. 
One number goes on the main keyboard, the other on the multiplier 
keyboard. A control key is touched, the answer appears. 


Because this exclusive system duplicates the natural method of solving 
arithmetic problems, operators learn the machine more quickly, oper- 
ate it more rapidly, make fewer errors. 


The multiplier keyboard is just one unique feature of the Friden. 
Actually, it performs more figurework steps without operator deci- 
sions than any other calculator. (The Friden is aptly called, “The 
Thinking Machine of American Business.” ) Your local Friden Man 
will gladly demonstrate. Or write: Friden, Inc., San Leandro, Calif. 


THIS IS PRACTIMATION: automation so hand-in-hand with 
practicality there can be no other word for it. 


© 196: Friven, inc. 


cm 
Niter Bott 


SALES, SERVICE AND INSTRUCTION 
THROUGHOUT THE VU. S. AND WORLD 
(Circle No. 27 on Reader Inquiry Card) 


BOOKS 


INFORMATION PROCESSING, 
United Nations Educational, Scien- 
tific, and Cultural Organization, 
Paris (distributed by International 
Documents Service, Columbia Uni- 
versity Press, New York), 520 pp., 
$25. This book, the proceedings of 
the international congress on data 
processing organized by UNESCO 
in June, 1959, is not for the casual 
reader. And for the avid reader who 
does not want to miss a word, 
a knowledge of French, German, 
Spanish, and Russian is required. 
The work covers extremely ad- 
vanced data processing techniques: 
language translation, international 
common language for computers, 
design of computers, and such fu- 
ture methods of computer construc: 
tion as thin magnetic and cryogenic 
films for memory devices and micro- 
miniaturization. From Pascal and 
Leibniz to the latest computer sys- 
tems, this report covers all signifi- 
cant factors of data processing. 


This Month 


Office planner Burton Rupow tells 
how he set up a modern, efficient 
office in a depressed area . . . Rather 
than move to expensive quarters, 
Richardson-Merrell decided it could 
get needed space by renovating its 
present office. Office Manager Ros- 
ERT PFLUGER describes the program 
..« Office Management and Amer- 
ican Business announces the win- 
ners in its eleventh annual “Office 
of the Year” competition . . . The 
fifth installment of the “Data proc- 
essing for small business” series con- 
tains the findings of business in- 
structor Burt SCANLON on_ the 
effects of automation on the small 
company .. . “Listen to your sys- 
tems man!” warns CHARLES GODDARD 
of Thomas A. Edison Industries 
. . . RayMonD DreEYFACK, frequent 
contributor to this and other busi- 
ness magazines, provides guides to 
determine the length of a computer 
feasibility study . The “Office 
Design” section again consists of 
two articles: one on floor covering 
and maintenance and another on 
floor construction “Tools of 
the Office” covers the copying proc- 
esses and equipment; next month it 
will be devoted to the kindred sub- 
ject of duplicating. 
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With the Editors 


LONG SHADOW FROM PHILADELPHIA 


EVENTS IN PHILADELPHIA last month cast a long 
shadow over American business and, ultimately, ove 
the entire society. A shocked nation learned that 45 
executives and 29 corporations had pleaded guilty to 
charges of fixing prices for heavy power generators and 
other electrical equipment in violation of the Sherman 
Anti-Trust Act. While these malpractices were confined 
to a handful of giant corporations, the entire business 
community could suffer an unjustifiable joss of prestige 
in public eyes as a result. 

Fines totaling $931,500 were imposed in the largest 
of all criminal anti-trust cases prosecuted by the U. S. 
Justice Department. Seven executives, described by 
their lawyers as deacons and vestrymen of their church- 
es and fund raisers for philanthropic enterprises, are 
now serving 30-day jail sentences. Significantly, the 
suits were initiated during the Eisenhower Administra- 
tion, considered by many to have been a “business- 
man’s administration.” 

Federal District Judge J. Cullen Ganey described 
these men as “torn between conscience and an ap- 
proved corporate policy, with the rewarding objectives 
of promotion, comfortable security and large salaries— 
in short, the organization or the company man, who 
goes along with his superiors and finds balm for his 
conscience in additional comforts and the security of 
his place in the corporate set-up.” Shortly after the 
sentencing, President Kennedy noted at his news con- 
ference that business groups might adopt codes of 
ethics similar to those of some labor unions. 

Even though only a small group of men was found 
guilty, the case is an important example for everyone 
in business. It sharply defines the businessman’s obli- 
gations to his conscience, his company, and his cus- 
tomers. These obligations are going to become more 
important to the office administrator as his expanding 
role in the company structure brings him into a posi- 

tion where he will have to resolve just such problems 
and decide where his first responsibility lies. The effect 
of the Philadelphia decisions, we believe and hope, 
will reinforce the average businessman’s instinct: His 
first obligation must always be to his own conscience. 
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How can 
you re-use 
this sturdy _- 
Graphicopy © 

carton? 


STORAGE? Many Hammermill Graphi- 
copy customers use this handsome carton 
after the paper is gone. The flip-top lid 


RA 
opens easily, closes snugly, keeps out @@®)) 


dust, protects contents from damage. 


Xx 5G \ : 
— WAMMERMILL saa 
= E-Z PAPER PAK a 


p WZ 
FILE? The carton makes an 
excellent file. It’s just the > xJ yi 
right size to take most file ay 
folders, many other office 2 
odds and ends. Meanwhile, hail 
don’t overlook the best ht 
reason for collecting these ot / 


cartons—the cut-size 
Graphicopy Paper inside. 


UOh CAS 
WCQ kK MX 
WA “OY (Ss 


DELIVERIES ? Use a sturdy Hammermill 
Graphicopy carton to deliver the pieces 
your Office prints on fast-running Graphi- 
copy Papers. Ask your Hammermill 
man for Graphicopy cartons, full ones. 


THE BIG REASON for collecting Graphicopy cartons is inside—Hammermill Graphicopy Papers. 

These 842 x 11 and 8% x 14 and larger papers are made for printing, duplicating and office 

use. They’re made right to run right on your equipment. Ask your nearby Hammermill supplier 

to introduce you to Graphicopy Papers. Hammermill Paper Company, Erie 6, Pennsylvania. 
(Circle No. 30 on Reader Inquiry Card) 


12 OFFICE MANAGEMENT and AMERICAN BUSINESS 


| 
m4 7 
: | 
fe PP | 
A PCF ge: Nb / JTW Jos 
“ peo OV i < od 2 | 
4 fet RL 
mgt ~~“ - i / A Jd sis 
sg 
4 A a\\ eee: 4 
| eos, Loe > | 
se CE= Pape eS 
I Oa. | 
. ss) 
U, \ \\ < | 
; = . Y N\\) 
| a WS) SY) a 
j CA 
i - 
| — 
sf RAE | 
= oS Ze _ \ | 
| a ) 
‘ /) . FY j . Z 
_ ATU TIS : ij?” ~S- 
ae S 
eS \ | 
te VAs rE Dp | 
, Zz C4 7, J 
| TTT eeeeeeeeeseSeSeEee 


/ 


BS 


NNW a9 oe 


Office Management 


and AMERICAN BUSINESS 


March 1961 


HOW TO CREATE A FIRST-CLASS OFFICE 
IN A FACTORY-ORIENTED COMMUNITY 


Make it a prestige symbol for 

entire area, screen your 
people wisely, and train them 
carefully. Yow re in busimess. 


Office was made as attractive as possible, policies as liberal as possible to attract best 
possible workers from area accustomed to drab, tightly disciplined working environment. 
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By BURTON RUDOW 
Office Systems Planner 


DECENTRALIZATION, the fad that swept American 
industry during the early fifties, has been reversed 
somewhat of late. The availability of attractive and 
convenient new skyscraper offices, the economies of 
congregating the administrative function around a 
central data processing system, and the convenience of 
being able to deal with one’s business cohorts face-to- 
face, have all served to lure business back to the heart 
of metropolitan areas. 

The plant-office in a remote small town, however, 
has not lost its utility. For many commercial purposes, 
it is a far superior place in which to do business. Two 
obvious reasons are low salary levels and inexpensive 
leasing arrangements. 

An example of how enlightened management prac- 
tices and adequate planning can pay off in the small- 
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Use of U. S. Employment Service to screen job applicants saved time and money. 


Labor was plentiful — unskilled labor, that is 


town office is a light manufacturing company that I 
helped to install in new quarters in a depressed area 
of northeastern Pennsylvania. This project consisted 
of four phases: 1) locating and remodeling a suitable 
structure, 2) hiring workers from the locality to staff 
the organization (a difficult job since the principal 
industries in the area are mining and heavy manufac- 
turing, which require few office employees) , 3) train- 
ing the new workers, and 4) establishing salary rates 
and personnel policies. 


Abandoned loft building converted 


The first step for our four-man planning committee 
was to locate a suitable structure to house the new 
operation. For this purpose, we selected a two-story 
loft building that had been flooded about five years 
before and left unoccupied since that time. The build- 
ing had been used as a factory office and was an 
example of the usual cinderblock construction and 
green walls common in the area. The ceiling was a 
maze of beams and pipes better suited to a factory 
than to an office atmosphere. This condition of the 
building enabled us to negotiate a reasonable rental. 

We then hired a cleaning crew to remove the residue 
on the floor left from the flood. This residue consisted 
of about two inches of mud, and no one, including 
ourselves, knew exactly what was under that mud. 
After two days of cleaning, we were fortunate enough 


14 


to excavate a reasonably good tile floor. With the 
help of some high-grade wax we had a decent office 
floor. We next attacked the walls. Since we expected 
to hire a large percentage of women for the office, we 
decided to paint the walls pink instead of green. This 
made the building itself much more cheerful and was 
a vast improvement over the usual factory green. 

Another problem was the ceiling. Fluorescent lights 
were suspended from the ceiling, which was painted } 
a dull black to create the illusion that the lights them- | 
selves were the ceiling. This effect hid the beams and 
pipes from view. For a time, we had contemplated 
covering the ceiling with a beaver board material, but 
this was outside our budget limits. 

Our next problem was, of course, furniture. Since 
we were going to buy more than 200 desks, we were | 
in a position to negotiate with various manufacturers. 
We finally were able to get a good price—approximately 
three-fourths of the normal price—by buying desks 
attached to each other in twos. This saved the cost 
of the extra leg. We used the money saved on the 
extra leg to provide a corner piece that gave each two 
desks a modular arm. And by having the desks deliv- 
ered unassembled and having our own crew install 
them, we were able to make additional savings. 

The second phase of the project involved hiring 
clerical workers to staff the operation. The town was 
in the middle of a depressed area, so labor was plenti- 
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ful—unskilled labor, that is. This meant that we had 
to draw all our people from an unskilled labor market 
and train them ourselves. We first contacted the local 
office of the U. S. Employment Service. Their staff 
made arrangements to have people completely tested 
for us according to our own specifications. In this way 
we saved all testing expenses. They also did the initial 
screening and passed only one out of every three ap- 
plicants. Thus, we preserved good community relations 
by mot rejecting too many local job applicants. 


“Pyramid” training system used 


Training posed one of the greatest problems. The 
four-man committee obviously was not adequate to the 
task of training more than 200 people. Consequently, 
we decided to hire ten people a week, starting with 
those who had the best potential to be supervisors, 
and working our way down. The men on the planning 
committee acted as the teachers and, during the first 
few weeks, as supervisors. After the third week the first 
group of new workers began training the fourth group, 
and from the first and second groups we eventually 
got our teachers for the rest of the organization. 

We were fortunate that the building had an audi- 
torium that was equipped with a projector and that 
seated approximately 95 people. We used these facili- 
ties for teaching. The schedule approximated two to 
four hours of teaching a day; the balance of the work 
day was spent in doing the jobs that had been taught. 
In this way we eventually trained all our people. It 
is important to note that besides giving classes in the 
work itself, we gave classes in leadership, how to super- 
vise, and how to teach. This instruction was necessary 
since we did not hire for particular positions. We 
hired everyone on general attitude. Only after we had 
seen how they performed did we actually assign them 
to specific tasks. 

Simultaneous with our other work of setting up 
the new operation was the task of establishing wage 
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Phase one: abandoned loft building was converted 
into attractive, brightly painted office space. 


Unskilled workers were given two to four hours of training each day. 
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BLACK & WHITE MICROFILM PRINTS 


. Automatica ly with DOCUMAT Reader-Printer 


Check these DOCUMAT 
features: 


@ No waiting. Push a button 
for an 8%2 x 11 print of what 
you see on the screen. 

@ Cheaper than outside or 
darkroom processing. Prints 
cost only pennies. 

@ No wasteful printing of the 
wrong frame. The DOCUMAT 
is foolproof. 


@ Two machines in one. The 
DOCUMAT insures film security. 
@ Clear,automatically framed. 
Trimmed clean-edge prints. 


Mail us the 


Now, you can have large size, black and white 
prints in seconds — even from poor quality 
microfilm that others can’t print—right in your 
own Office. 


No need to depend on an outside source or 
cumbersome darkroom methods, when you 
want that copy right now! Just press a button, 
and the DOCUMAT Reader-Printer produces a 
crisp, ready-to-use copy. Even while you are 
scanning the reel for the next print, an en- 
larged, neatly framed copy is emerging. And 
the rich, black and white tones are sealed in 
permanently, will not fade, crack or peel. If 


you use microfilm, you need a DOCUMAT 
Reader-Printer. 


DOCUMAT ine. 


Microfilm Cameras - Readers - Reader-Printers 
75 East 55th Street, New York 22, N.Y. 


microfilm you ha 


ing no one i 
pa we'll send you - ot 
that will prove poc “aw 
succeeds where — vonage 
failed. If you eS ate 

demonstration ! _ eed 
5 A jn . 

aT Reader - Printer, 
just check the coupon. 


The new DOCUMAT Reader-Printer is distributed 


ee 


DOCUMAT, INC., 75 E. 55th St., New York 22, N. Y. 
(J Send me a DOCUMAT print of the enclosed film. 


0 ! would like to see a demonstration of the 
DOCUMAT Reader-Printer. 


(1) Send additional information on the DOCUMAT 
Reader-Printer. 


NAME TITLE 
COMPANY 

ADDRESS 

CITY ra nonce STATE 


OM 361 


and serviced by the Charles Bruning Company, the Photostat Corporation 
and selected independent dealers. 
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(Circle No. 60 on Reader Inquiry Card) 


Honor system used 


rates, hours, and general manage- 
ment policies. This was done by 
contacting both the chamber of 
commerce, U.S. Employment, and 
various firms in the area—all of 
whom were extremely cooperative 
and told us approximately what 
they were paying for various posi- 
tions. We established our rates at 
the median for the area to main- 
tain good relations with other con- 
cerns, prevent personnel raids on 
us by other companies, and wice 
versa. We also established a policy 
of three-month, six-month, and 
annual salary reviews for all em- 
ployees so that they could know 
exactly how they were progressing 
at all times. 


A novel feature of the new office 
is the complete elimination of time 
clocks and all the paraphernalia 
_ that go with them. Emplovees are 
completely on the honor system. 
As a matter of fact, they determined 
their own hours. We told them that 
we would be working 40 hours a 
week and asked them how they 
wanted their day broken up. They 
decided to start at 8 a.m., quit at 
4:30, and spend a_ half-hour at 
lunch. 


This faith in the integrity of our 
employees was rewarded by their 
conscientious efforts. Under _ this 
| “honor system,” absenteeism was 
less than one-half of 1 per cent. 


I must admit that these liberal 
policies that we had fostered were 
_ looked upon by many workers with 

a great deal of suspicion. They were 
waiting for the day when the axe 
| would drop and_ bossism would 
| establish its ugly head. But we 
never let it establish itself at all. 
We made it our policy to take daily 
trips through the organization and 
chat with the employees as indi- 
viduals. We discussed their personal 
| problems with them and asked how 
they were getting along. 

The net result of these policies 
was an efficient, inexpensive, and 
productive office operation. Operat- 
ing costs were held to 21 per cent 
| of the gross annual sales of about 
$10 million—more or less average 
for the industry. In addition, we 
brought a fresh transfusion of capi- 
tal investment and new jobs to a 
chronically depressed area. 
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For handling paper, 
(lon t Use banleien 


Has your office been disrupted by 
a mailing? Girls dragged off regular 
jobs, and set to folding and inserting 
stuff into envelopes? While work 
piled up on desks and office routines 
were shot? Well, paper handling 
made a big break-through — when 
Pitney-Bowes brought out a small, 
compact, low-cost, efficient, casy to 
run, combined folding-inserting ma- 
chine that even a small office can 
afford. The Model 3300-FH! 

The 3300-FH will double fold and 
insert into envelopes 500 letter size 
sheets in just eight minutes. A double 
detector prevents double feeding — 
assures absolute accuracy. Anybody 
in your office can run the 3300-FH 
and set it in a minute, without tools. 
Fast, efficient operation saves effort, 


a 
oe 
oe 


Sy) 


Made by the originator of the postage meter... 
U. S. and Canada, with nationwide service coast to coast. 
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Pitney-Bowes 
FOLDERS « INSERTERS 


Q 


paper handling for the operator. 

You can use the 3300-FH for 
invoices, bulletins, letters, price lists, 
cards — even your daily mail. The 
inserter unit can be used separately, 
or with any PB folding machine. 

The 3300-FH was planned for the 
smaller office — to speed up regular 
mailings, save time and cut costs; 
prevent borrowing girls, disruption 
of office routine, hiring temporary 
people, and overtime. And even in a 
small office, the 3300-FH soon pays 
for itself. 

Call any Pitney-Bowes office for 
details. Or send coupon for free 
illustrated booklet and case studies. 


FREE: Handy desk or wall chart of 
latest postal rates, with parcel 
post map and zone finder. 


| 
| 
| 
| 
| 
| 
| 


148 offices in the 


pPenSeEn aD eae 


state Ming 


This small. compact, low-cost combined 
folder and inserter makes mailings easy 
and fast, can be used by anyone. 


The 3100 is a high 
capacity inserter, 
invaluable for 
larger mailers. Has ; 
up to six stations, "= 
stuffs up to 6,000 : 
enclosures in an 
hour. Can be 
used with the PB 
postage meter fo 
stamp and seal 
stuffed envelopes. 


PA 


ania 


PiITNEY-BoweEs., INC. 
2972 Crosby St., Stamford, Conn. 

Send free © illustrated booklet and “case 
studies” on PB Folding and Inserting Ma- 
chines; 0 Postal Rate Chart. 


Name 


Address 


(Circle No. 52 on Reader Inquiry Card) 
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How Machines Read 
This New Language 


BRAND NAME 
SELECTOR 


Business 
Writing 
Supplies 


= 


Pinnacle 
Rainbow 


Silk Gauze 


RIBBONS 
Classic 
Commander 
Marathon 


CARBON PAPER RIBBONS 
Columbia M-50 
Columbia PF-75 
CARBON PAPER 

Accountant Special 


Classic Pinnacle 

Commander Plastisol 

Marathon Rainbow 
Silk Gauze 


DUPLICATING SUPPLIES 
Colitho Offset 


Ready-Master Spirit 


L368! . . . machines that can read. . . per- 
forming instantly and accurately tasks that take scores 
of persons weeks to accomplish! The scope and impact 
of their fantastic abilities on the world of business are 
just beginning. 


In the field of banking, for example, modern electronic 
business equipment reads a special language of its own 
to sort, list and post checks automatically. The ability 
of the equipment to recognize these symbols depends 
upon the quality and strength of a unique magnetic ink 
used to form the image. 


Columbia—long a leader in research and development 
of carbon papers, ribbons and duplicating supplies— 
has played a major role in the development of these 
magnetic inks. This scientific breakthrough is even 
more significant because it is the first in a field whose 
boundaries are yet unmeasured . . . a field in which 
Columbia is most capably equipped to pioneer. 


Ribbons - Carbons - Duplicating Supplies 


COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, N.Y. 


COLUMBIA RIBBON & CARBON PACIFIC, INC., DUARTE, CALIF, 
(Circle No. 18 on Reader Inquiry Card) 


OEMI expects 60,000 
at New York exposition 


More than 60 leading manufac- 
turers of business machines, equip- 
ment, and related supplies are com- 
pleting plans for the first presenta- 
tion of the Business Equipment Ex- 
position in New York. The event 


is scheduled for the New York 
Coliseum April 17-21. It will be 
sponsored by Office Equipment 


Manufacturers Exhibits, Inc., a sub- 
sidiary of the Office Equipment 
Manufacturers Institute. 

In making the announcement, 
Lloyd M. Powell, president of both 
Dictaphone Corp. and OEFMI, 
stated, “This industry-sponsored ex- 
position will provide business man- 
agement executives in New York, 
as well as from all over the coun- 
try, with a long-awaited opportunity 
of seeing the latest developments 
and progress of the business equip- 
ment industry —the industry that 
serves all industry.” 

Occupying two floors of the 
Coliseum, the Business Equipment 
Exposition will present a wide va- 
riety of new products to the New 
York visitor—from typewriters to 
electronic data processing equip- 
ment. During the five-day run of 
the exposition, an invited audience 
of about 60,000 is expected to tour 
the display areas from the | p.m. 
daily opening to the nightly closing 
at 10. 

According to preliminary reports 
from exhibitors in the Business 
Equipment Exposition, a broad 
scope of new products and equip- 
ment will be unveiled during the 
presentation. Of interest to execu- 
tive visitors will be the items dis- 
played in a major New York busi- 
ness equipment exposition for the 
first time. (The New York presenta- 
tion is one of a series of industry- 
sponsored expositions; the two prior 
stagings were in Washington and 
Los Angeles.) 

The exposition will cover all vital 
phases of business operations: basic 
machines; dictating and transcribing 
systems; copying and duplicating 
equipment; furniture and _acces- 
sories; data processing, accounting, 
and bookkeeping machines and sys- 
tems; business forms; filing and 
storage equipment; intercommuni- 
cations devices, and other items. 


OFFICE MANAGEMENT and AMERICAN BUSINESS 
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THE 
GIANT JANITOR 
ALWAYS 
GETS TO WORK 
ON TIME 


We believe in plain old-fashioned pune- your janitorial and maintenance work 
tuality. We start when we’re supposed in the hands of a large, dependable 
to, we get done when we’re supposed to. — firm—one that takes full responsibility. 

Being on time may not be the most’ If you’d like to know the other advan- 
important thing we have to offer. But tages, just give us a call. Absolutely 
it’s one of the advantages of placing no obligation on your part, only ours. 


AMERICAN BUILDING MAINTENANCE CO. 


CELEBRATING 50 YEARS OF OUTSTANDING JANITOR SERVICE 
SERVING MORE THAN 40 CITIES THROUGHOUT THE U. 8S. AND CANADA 


ADDRESS INQUIRIES TO 335 FELL ST., SAN FRANCISCO 2, CALIF. OR CONSULT YOUR TELEPHONE BOOK 
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Office “bursting at the seams’’? 


MOVING ISN’T THE ONLY ANSWER 


Remodeling met Richardson-Merrell’s need for more space 


By ROBERT A. PFLUGER 
Office Manager 
Richardson-Merrell, Inc., New York 


MOVING TO NEW quarters is 
not the only answer for the com- 
pany that needs more and better 
space for its administrative func- 
tions. Despite the office building 
boom that is sweeping the country, 
many companies could better meet 
their needs by renovating existing 
office space than by moving to newer 
and more expensive quarters. 

When Richardson-Merrell, Inc. 
(formerly Vick Chemical Co.) faced 
this problem, the company dis- 
covered these advantages of staying 
in its present building: 

1) Low rental rate per square 
foot. 

2) Availability of short-term 
leases with options for extension at 
the same rate. 

3) Additional permanent and 
temporary space available when 
needed. 

4) An extremely cooperative 
owner and manager. 

5) Good working relationships 
developed over 30 years of tenancy. 

6) Comparatively low construc- 
tion rates. 

7) Excellent transportation and 
hotel facilities nearby. 

The rapid expansion of Vick 
Chemical, and subsequently Rich- 
ardson-Merrell, since World War II 
demanded immediate action to ease 
the pressure on its New York head- 
quarters. Located in the Chanin 
Building near Grand Central Ter- 
minal, the central office directs the 
manufacturing and sales activities 
of 11 operating divisions. During 
the past decade sales had grown 
from $42 million a year to $132 
million in the fiscal year that ended 
June 30, 1960. This growth made 
it necessary for the company to 
acquire additional space in its build- 
ing as quickly as possible to house 


expanded activities. These piece- 
meal acquisitions resulted in offices 
that were drab and cheerless, some- 
what unwieldy in size, and ex- 
tremely monotonous in _ color 
scheme. In addition, the cost of 
adding small amounts of space at 
a time turned out to be greater 


Queen Victoria would have felt at home: Before remodeling, Vick Chemical’s recep- 
tion area presented appearance of tradition-bound company; general office areas were 
a maze of odd furniture and filing units; monotonous offices hampered work. 


than a proper renovation of the 
space. 

As a result, Vick Chemical in 
1956 put into operation a_ three- 
year plan to modernize and reno- 
vate all office space. The first step 
in this plan entailed the replace- 
ment of all clerical furniture and 
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machines on a_ pre-determined 
schedule. Management, recognizing 
the importance of the clerical work 
force, decided to outfit this group 
first with the best available tools. 
Office equipment was considered 
against minimum standards estab- 
lished for work efficiency, and ob- 
solete furniture was traded for new 
desks, chairs, files, and machines 
that met these standards. 

Once the furniture in the clerical 
area was replaced, the company fol- 
lowed the same plan for middle 
management personnel until all but 
the top corporate officers had new 
furniture. Of course, all this new 
furniture could be taken to a new 
building if the company ever de- 
cided to move. Finally, top man- 
agement men were given brochures 
from furniture companies from 


RICHARDSON Me; 
as ae 


which they could choose all the 
furnishings for their offices. They 
had to conform to general furniture 
specifications, but they had com- 
plete latitude in selecting acces- 
sories. Delivery of the furniture was 
scheduled to coincide with comple- 
tion of the renovation, and the 
average cost of outfitting each ex- 
ecutive was $2,200. 

Office manager was “‘Czar’’ 

In the second step of the master 
plan, Vick established a steering 
committee that consisted of seven 
top management men and the office 
manager. This committee was re- 
sponsible for the review of all pre- 
liminary plans. Once the program 
was underway, the office manager 
acted as the “Czar” of the project 
for coordination and execution of 
all plans. 


st 


Into the twentieth century: New reception area was reclaimed from space that had 
once gone to waste. Coordinated office furniture and equipment, plus realistic work 
flow systems designed to meet office worker’s needs, stimulate office efficiency. 


During this second phase, which 
got underway in late 1957, the 
steering committee made a com- 
plete study of the physical attri- 
butes of the space. Each general 
manager was asked to project his 
space requirements over the next 
several years. Simultaneously, a de- 
tailed survey was completed that 
compared the present office location 
to many of the new office buildings 
in the Grand Central area. 

These studies brought to light 
many significant facts about Vick’s 
offices and the building that housed 
them. The building itself, a sky- 
scraper built in 1928-29, was in ex- 
cellent condition. The building 
management had made = major 
changes for the comfort and con- 
venience of its tenants, e.g. air 
conditioning. 

The negative factors of the offices, 
however, pointed clearly to the need 
for renovation. The air condition- 
ing ductwork was unsightly, and 
reduced headroom. In most cases the 
compressor rooms were so poorly 
placed that they complicated the 
wasted space problem. Some of the 
incandescent lighting fixtures had 
been replaced by fluorescent lights, 
but the new fixtures were hung 
from existing outlets spaced on nine- 
foot centers. This caused some areas 
to be extremely dark while others 
suffered from glare. 

All telephone equipment was 
fastened to the wall next to each 
phone. This not only was unsightly, 
but it caused servicing and noise 
problems. Office sizes and shapes 
were irregular; little consideration 
was given to job level or special re- 
quirements. Most of the furniture 
had long outlived its usefulness, 
lost its beauty, and was a hodge- 
podge of mixed pieces. Most of 
these obsolete pieces merely ate up 
valuable floor space without serving 
any real purpose. 

The filing system was equally 
hampered by obsolete equipment 
and unwieldy office layout. The files 
and storage cabinets accumulated 
over the years were of assorted sizes, 
shapes, and colors, which made 
proper space planning difficult. 
Drapes and carpeting had become 
faded and threadbare, and most of 
the clerical areas were still covered 
with old, much-patched tan and 
green linoleum. 

On the basis of these evaluations, 
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Departments grouped functionally in renovated space 


Vick took the following five steps: 

1) The company decided to reno- 
vate instead of move and thus re- 
tain its attractive rental rate. 

2) It renovated 80,000 square 
feet, in units of 10,000 square feet 
at a time, during approximately 
one year. 

3) Temporary quarters were pro- 
vided in the building for more than 
400 employees so that they could 
carry on their routine office func- 
tions during the remodeling. 

4) The company created a mod- 
ern office complete with hung ceil- 
ings; recessed lighting; air condi- 
tioning; new flooring and carpeting; 
drapes; a cheerful, attractive color 
scheme at a comparatively low price 
per square foot. 

5) Finally, the new physical form 
of the headquarters projected the 
image that the company sought— 
that of an alert, progressive cor- 
poration. 
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After new furniture had been 
purchased and the steering commit- 
tee had submitted its reports, the 
company negotiated and signed a 
new lease before step three of the 
plan could be set in motion. This 
step involved the renovation and 
began with careful scrutiny of pres- 
ent departmental arrangements. Re- 
arrangements and consolidations 
were recommended. To eliminate 
the wasted space prevalent in other 
buildings, public corridors were 
eliminated and converted into cler- 
ical space. Compressor rooms were 
either converted to file rooms or 
moved to less valuable space. A 
separate and distinctive top man- 
agement area was established. 

To facilitate work flow, depart- 
ments were grouped functionally. 
The international division got 
one floor for the consolidation of its 
many operations. Another large area 
was set aside for the domestic divi- 


Office Manager Pfluger, “Czar” of the renovation project and author of this article, oc- 
cupies a typical middle management office on the nineteenth floor of the Chanin building. 


sion. All accounting functions con- 
gregated on another floor with other 
service functions. Central service 
functions that served the entire en- 
terprise—Personnel, Legal and Tax, 
and the advertising group moved to 
strategic locations. Finally, the 
main reception room was located 
centrally in what was previously un- 
usable space so that it could serve 
the whole New York office. 


General managers approved 


Next, all employees were cate- 
gorized within five groups: A—top 
management, B—general managers 
(divisional presidents) , C—middle 
management, D—other exempt em- 
ployees, and E-—clerical employees. 
Standards were established as to of- 
fice sizes and furnishings in accord- 
ance with these levels. (Considera- 
tion was given to special require- 
ments of each department.) This 
skeleton departmental arrangement 
and standard requirements became 
the backbone of the preliminary 
floor plans and scale drawings. 

Each general manager was con- 
sulted as to how these arrangements 
would best serve his divisional and 
departmental needs—both function- 
ally and physically. Once each gen- 
eral manager approved his plans, 
final layouts were prepared to show 
in detail all furniture, equipment, 
telephone and_ electrical require- 
ments. The building management 
then reviewed these office layout 
plans and prepared detailed con- 
struction drawings that showed par- 
titions, electrical lighting, plumb- 
ing, and air conditioning. Copies of 
the telephone requirement plan 
were also forwarded to the tele- 
phone company so their engineers 
could plan their equipment rooms, 
cables, and the final telephone in- 
stallations. 

Once the construction plans were 
received, they were carefully re- 
viewed to ensure that original space, 
lighting, and air conditioning re- 
quirements were met. Vick then 
asked the building management to 
submit formal, detailed quotations 
as to the work to be done and 
specific costs of each type of con- 
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« | DITTO’ DUPLICATOR 


id BRAND 

n- to save 

n- 101 WAYS with 
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~ | shows you how 

ir- pe 

b- Send self-mailing coupon! 

of 

in 

e- Make up to 120 copies a minute of anything you can type, 

Ts write, or draw—do it with a DITTO Brand Direct Process 

is, | Duplicator for as little as /2-cent per copy! Duplicate up to 

n- five colors at a time; on paper 3 x 5 inches to 9 x 14 inches, 
16-pound to card stock. Make up to 300 clear copies from 
each master. DITTO Brand Duplicators are so clean and 

re } easy to use, everyone likes them, anyone can use them. 

4 NEW DITTO “NO POUR” FLUID SYSTEM! 

€, There’s no tank refilling, no fluid spilling with the new 

e- automatic ‘‘No Pour"’ Fluid System on DITTO Brand Dupli- 

n cators. Duplicating fluid is fed to the machine directly 

to from the original container. You re-load instantly—a gallon 

= at a time. A signal tells you when it’s time to re-load. No 


splashing, no clean-up, no waste! 

id For full information send for FREE BOOK: ‘101 Ways to 
n- Save ... with DITTO Brand Direct Process Duplicators." 
*For paper and supplies bought in normal quantities. 

S DITTO and () are registered trade marks (U S. and foreign) of Ditto, Incorporated 
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Without obligation, rush-mail your FREE BOOK: “101 Ways 
to Save... with DITTO Brand Direct Process Duplicators.” 


FIRM. 

YOUR NAME TITLE 

FIRM ADDRESS. 

CITY. ~ZONE. STATE____. 


(This coupon is self-mailing! Cut around dotted line, fold along broken 
Ww ine; staple, tape, or give at bottom—then maill) W 
FOLD HERE 
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BUSINESS REPLY MAIL 
No postage stamp necessary if mailed. in the United Stetes 


Se pey a? will be paid “@ 


6800 McCormick Rosa 
-Chicage 45, ulinols 
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Segal 


One Clerk...10,000 Items 
Her Speed?... 


V4 (frodidiGe foee mune / 


ViSIrecord's split-second record location makes it the world’s 
fastest record-keeping system. The speed and convenience 
of ViSlrecord means savings up and down the line — less 
manpower needed, less space required, less operator fa- 
tigue, greater accuracy. 


ViSlrecord speed in machine posted or automated systems 
actually kills idle machine time. And, V/SIrecord works 
equally well in accounts receivable, purchase order follow- 
up, maintenance control and any of a hundred other ap- 
plications in large or small organizations, where records 
must be kept and used quickly and accurately. 


Your ViSIrecord man will be happy to show you how you 
can apply speed to your record-keeping the V/SIrecord way. 
Meanwhile, write for case histories and other data. 


See ViSIrecord at the 
Business Equipment Exposition—New York Coliseum, 
April 17-21. Write us for tickets! 


ViSlrecord, inc. 


375 PARK AVENUE, NEW YORK 22, N. Y. 


slreca,. 


Systems Specialists in Principal Cities 
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Actual renovation began 


struction. At the same time, the 
office manager estimated what he 
thought these items would cost by 
measuring and applying his own 
construction cost standards. 

The steering committee then com- 
pared the quotations of the general 
contractors with original estimates, 
and all large variances were dis- 
cussed with the building manage- 
ment and reconciled. If any quota- 
tion listed an unusually large 
amount of money to be spent for 
a specific change, the planners care- 
fully scrutinized this item to de- 
termine whether it was worth doing 
at all or if a less expensive method 
could be substituted. A complete 
budget and request for capital ap- 
propriations then went to the board 
of directors for approval and the 
awarding of construction contracts. 
Similar bids were solicited and 
awarded to outside suppliers for the 
carpeting, tiling, draperies, venetian 
blinds, and furniture. 


Planning saved overtime 


At last the actual renovation 
could start. Each area to be reno- 
vated was completely evacuated 
prior to starting the work so that 
normal office operations would not 
be disrupted. This meant double 
moving costs and also necessitated 
setting up temporary quarters for 
a total of more than 400 employees. 
However, since it would have been 
extremely difficult to make exten- 
sive construction changes during of- 
fice hours—the overtime alone 
would have nearly doubled the cost 
of the job—this method proved to 
be less expensive in the long run. 

To ease the problems of renova- 
tion, the company leased additional 
floor space and rented some tempo- 
rary space where it could shift em- 
ployees while permanent quarters 
were being prepared. A complex 
schedule was developed for each 
renovation and move. As one group 
moved back to its newly renovated 
area, another group moved to the 
temporary quarters the next morn- 
ing. These temporary offices were 
equipped with telephones and other 
services so that no time was lost 
as a result of the renovation. 

Six or seven weeks were required 
to complete the following renova- 
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"NCR PAPER saves its entire cost yearly + 
through savings of time and effort.” ; 


—THE EQUITABLE TRUST COMPANY, BALTIMORE, MD. 


“NCR Paper (No Carbon Required) enables us to pro- to carry the forms because they know the forms will not 

vide our customers with deposit forms that are much smudge or smear. The increased use of these deposit . 

cleaner and easier to use. We no longer have any com- forms has enabled us to provide faster and more effi- 

plaints of smudged or smeared forms, which was often cient service for our depositors. 

the case when we provided forms with carbons. “We estimate that the many advantages of NCR 
“Moreover, we get better cooperation from our Paper save us its entire cost every year through time saved 

customers in the use of pre-numbered deposit forms and increased record-keeping efficiency.” 

printed on NCR Paper. Customers seem more willing ee We Teele 


Vice President, The Equitable Trust Company 


ASK YOUR LOCAL PRINTER OR FORMS SUPPLIER ABOUT NCR PAPER NCR PAPER 


Another Product of 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, onio ELIMINATES 


1039 OFFICES IN 121 COUNTRIES + 77 YEARS OF HELPING BUSINESS SAVE MONEY CARBON PAPER 3 
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TELKEE 


KEY CONTROL 
$73.90 comer 


(75 capacity) 


TELKEE simplicity tags and numbers keys, in order. 
Visible index identifies keys by lock location, number, 
description. 

TELKEE convenience shows all keys at a_ glance. 
Locates loaned or assigned keys instantly. Saves time, 
saves money. 


TELKEE security provides complete continuous record 
of all keys issued. Key identities known only to author- 
ized personnel. 


Available in 10 models, 33 capacities from 21 to 2240. 
Compact cabinet of fine furniture steel, tens of thousands 
in use in offices, industrial plants, hotels, stores, schools, 
hospitals, and public buildings, large and small, in U.S.A., 
Canada, and overseas. 

FREE 16 page booklet. No obligation. Write for your 
copy today. 
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NOW! complete payroll records 
with one writing 


_..without using messy carbons 


This new Multi-Rite® Comet Payroll System uses NCR (No Carbon Required) Paper to | 


complete all your payroll records with only one writing. 


You get clean, clear, smudge-free entries 
on Check, Payroll Journal, and Earnings 
Record. All with one writing. The system 


Cr YAWMAN & ERBE, C.E. Sheppard Co. Div. 
44-13 21st St., Long Island City 1, N.Y. 


also provides a check for both Payroll and | Pjease send me full details about your new Multi- 
Accounts Payable use—perfect for small and | Rite Comet Payroll System. 
medium-size concerns. ] 
. — . Name 

No chance of transcription errors. No | 
messy carbon paper to handle. | Company 

Find out how easily your office can switch | Address 
to this low-cost, timesaving method of pay- I gity State 
roll handling. Mail this coupon today. SS RSS See ey ae 
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P. 0. MOORE, INC. cen rote 17, pa. 


Eight areas remodeled 


tion cycle for each of the eight 
10,000-square-Loot areas: 

1) Demolition and construction 
of walls. 

2) Rearrangement and_ installa- 
tion of new air conditioning duct 
work. 

3) Electrical installation. 

4) Installation of hung-ceiling 
grid and fluorescent fixture frames. 

5) Completion of hung ceiling 
and lighting fixtures. 

6) Installation of new telephone 
equipment centers and running in 
heavy cables. 

7) Installation of new tile floor 
and wall base. 

8) Installation of new carpeting. 

9) Installation of telephone 
equipment at desk locations. 

10) Erection of partitionettes. 

11) Clearing and cleaning area 
completely. 

Fach move, both to temporary 
and permanent space, was planned 
well in advance. Every individual 
was assigned a specific moving code 
number and written instructions 
pertaining to his move. All of his 
equipment carried his major code 
as well as a suffix letter to identify 
the individual piece. These same 
code letters were shown on each 
specific piece on the floor plan. Al- 
though it took time to tag each 
piece and plan the move this way, 
it saved time and money in moving 
costs. With this pre-planning, there 
was no hesitation as to where to 
place each specific piece of furniture 
during the actual move. This en- 
abled the move to progress much 
faster and the individual employees 
to get back to their normal routine 
that much more quickly. 

As a result of pre-planning and 
adhering to a tight schedule, the 
entire space was renovated in ap- 
proximately one year at the low 
price of little more than $3.25 a 
square foot. This approach of im- 
plementing the master plan with 
three (somewhat time consuming) 
major steps has been more than 
justified. It has enabled Richardson- 
Merrell to create a headquarters 
that it can be proud to display as 
a model of an attractive, efficient, 
and livable modern office at a com- 
paratively low renovation cost per 
square foot. 
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A favorable corporate image isn’t 
born, it’s made—from many different 
kinds of impressions. One of them is 
the way your printed messages look 
to your customers, your employees, 
your stockholders. And that includes 
just about everything turned out by 
your duplicating department, from 
price sheets to press’ releases. 

Good looking duplicating starts 
with the paper itself. Does it have a 
crisp, quality feel? Does printing 
stand out clearly on the page? If the 
paper is used for typing, can erasures 
be made without looking messy? 

The answer to each of these ques- 
tions will be yes if you select one of 
the new Stan-Pak Run-Rite Papers. 
Every paper in this versatile line has 
been designed to deliver maximum 
performance —in the typewriter, 
through the duplicating machine and 
on the press. Here’s why: 


*7om. 


ACME PACKAGED PRODUCTS 
Description and pricing 
0 002 rene eines SOY Semone 


Trouble-Free Running 

What are the qualities that make 
for trouble-free running in your office 
and offset duplicators? True flatness, 
for one. Controlled moisture to avoid 
static conditions and insure good 
printability. Accurate trim and finish 
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...help keep it bright with new Stan-Pak Run-Rite Papers 


to prevent feeding jams. Uniform 
weight, even caliper and careful sur- 
face sizing to give you sharp, clean 
ink impressions. 

You get them all in new Stan-Pak 
Run-Rite Papers—a line that com- 
bines the products of our Eastern, 
Chemical and Missisquoi mills. 


531 Grades, Sizes and Types 


This brand new line answers just 
about every office need in typing, 
printing and duplicating papers. 
Under the Stan-Pak Run-Rite name 
you'll find the exact grade, color and 
weight you want—at a sensible range 
of prices to suit your budget. 

Next time you order paper, try the 
brand that’s made to run right. We’re 
confident you’ll specify it every time. 


STANDARD PACKAGING CORPORATION 
NEW YORK 17, N.Y. 
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THE 1960 “OFFICE OF THE YEAR” WINNERS 


FOR THE ELEVENTH consecutive year, Office Management and 


American Business announces the winners of its annual “Office of the 
Year” awards. 


Selection is on the basis of outstanding achievement in design, lay- 
out, equipment, and general fitness for performance of the work which 
the office is called upon to do. 


To aid in the judging, a mail poll is taken among selected members 
of the American Institute of Architects and the Association of Con- 
sulting Engineers who have a special interest in the office field. The 
awards are made in two size classifications. The top winner in each 
classification is designated as an “Office of the Year.” This honor is 
symbolized by a silver plaque. The two runners-up in each classification 
receive awards of merit symbolized by bronze plaques. 


Pictures and details of the six winning offices will be featured in the 
May issue of Office Management and American Business. 


(Offices designed for 300 or more employees ) (Offices designed for up to 300 employees ) 
OFFICE OF THE YEAR AWARD OFFICE OF THE YEAR AWARD 
Union Carbide Corp., New York Atlantic City Electric Co., Atlantic City, N. J. 
AWARD OF MERIT AWARD OF MERIT 
Blue Cross—Blue Shield, Boston Parke-Davis & Co., Office at Ann Arbor, Mich. 
Kaiser Industries, Inc., Oakland, Calif. Standard Rate & Data Service, Inc., Skokie, Ill. 
28 OFFICE MANAGEMENT and AMERICAN BUSINESS 
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it’s a work station 


Your secretary does one thing at a time. 
But if she’s like our secretaries, she does 
a thousand things a day. 

She needs the wide working space of 
a work station to do these things better, 
quicker, easier and perhaps happier. 

Here’s a unit that doubles her work- 
ing area in only inches more floor space 
than the conventional desk. Here’s 
space that gives her two pedestals full 
of efficiency drawers arranged any way 
she wants them. She has drawer space 
for your constant-reference files and 
hers, for her working supplies, her extra 
pair of shoes, box of facial tissues, hand- 


bag, lunch, lunchtime novel, and more. 

For her personal efficiency, your sec- 
retary needs a solid-standing steel sup- 
port for that dandy but heavy motor- 
ized typewriter (or other machines) 
you've seen fit to give her. This work 
station is solid enough not to shake 
when she puts the machines into action. 
And still there’s plenty of room for her 
notes (your dictation), her reference 
material, telephone, desk tray, and her 
bud vase. 

This sturdy and attractive work sta- 
tion is part of Y&E’s Mod-U-Ell line. 
Mod-U-Ell means that it is made up of 


many components which can be put to- 
gether in many different ways to pro- 
vide the most efficient work station for 
the person lucky enough to work at it. 
The L extension can be left-hand or 
right-hand and as long as 80 inches for 
as much extra work space as a person 
needs. Tops can be of many sizes and 
surfaces. Colors can be suited to you, 
your secretary or your office scheme. 

There’s more to Mod-U-Ell. A Y&E 
representative located wherever you 
are will tell you more. Or, if you can 
beat your secretary to it, tear out this 
coupon for literature. 


YAWMAN 
& ERBE 


A STERLING PREC/SION CORPORATION 
1003 Jay Street, Rochester 3, N. Y. 
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Company ..... 
Address ........ 


(Circle No. 72 on Reader Inquiry Card) 
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DATA PROCESSING FOR SMALL BUSINESS . 


No. 5 in a series 


AFTER YOU AUTOMATE, THEN WHAT? 


Although attrition absorbs displaced workers, fewer jobs result 


By BURT k. SCANLON 
Instructor of Business Administration 
University of Nebraska 

NO RULE of thumb states that 
when a firm reaches a given size 
it is ready to install automated 
ofhce equipment. Each situation 
necessitates a decision by manage- 
ment relevant to the facts involved. 
It would seem wise, however, to 
be a leader in the move to automa- 
tion, not a follower. 


There is a pressing need for com- 
panies to begin an analysis of their 
present operations. They must be 
aware of total operating costs and 
the degree to which automated 
equipment can reduce them. This 
is especially significant in a period 
when services to customers are be- 
ing extended, and internal improve- 
ments are being sought. Such is the 
situation today. The amount ol 
automation that can be justified 


will depend on the particular com- 
pany in question. 

In any case, automated office 
equipment represents the future for 
an efhcient operation. As such, more 
firms will be turning to its use. 
Because of both the immediate ef- 
fects and the long-term implica- 
tions on the employer, employees, 
and the general public, automated 
equipment deserves consideration 
from all three groups. Conse- 


The semi-automated Post-Tronic system at the bank and the fully automated IBM RAMAC 
computer at the insurance company greatly changed the personnel needs of both firms. 
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quently, one of the preliminary 
steps should be to examine the 
impact of an installation of auto- 
mated office equipment. To this 
end, the following case histories of 
two Midwestern companies that 
deal primarily with paperwork may 
be illustrative. Although these com- 
panies would not permit identifica- 
tion, their situations are typical of 
a large segment of American 
business. 

The first organization is a large 
insurance company that serves pri- 
marily the fields of automobile and 
property coverage. The installation 
involved was an IBM RAMAC 
data processing unit. The states in 
which the company operates are 
divided into four regions, each of 
which is served by a_ separate 
RAMAC unit. Total employment 
in the home office is 304 employees. 


Nearly 70 jobs eliminated 


The second study was conducted 
at a bank and involved the installa- 
tion of National Cash Register’s 
Post-Tronic posting machine. Of 
significance is the fact that not only 
are two different industries involved, 
but that the RAMAC represents a 
completely automated system, while 
Post-Tronic is only a partially auto- 
mated system. 

The RAMAC unit caused the 
following results at the insurance 
company: 

1. The total number of employ- 
ees was reduced. At the insurance 
company studied, this reduction 
amounted to 68 persons, or a sav- 
ing of about $202,232 in on-the-job 
salary costs. 

2. The jobs affected most were 
those in the middle and upper 
clerical levels. The largest reduc- 
tions were among raters and policy 
writers. 

3. Employees were not laid off 
as a result of the RAMAC installa- 
tion. The change-over was planned 
so that attrition would absorb the 
excess work force. Prior to the in- 
Stallation, vacancies were left open 
to facilitate this process. 

4. Job content was not so sig- 
nificantly affected as the number of 
persons needed to perform the job. 
Those remaining in their present 
positions do essentially the same 
tasks as before. 

5. The number of supervisory 
jobs declined. This logically follows 
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Installation of automated office systems at both small companies resulted in fewer 
supervisors, fewer clerical employees, but job content was changed little, if at all. 


because of the reduction in the 
number of operative employees. 

6. Some supervisors were  up- 
graded while the future of others 
remained uncertain. RAM AC pro- 
vides a limited number ot higher 
level jobs, but not enough to make 
room flor all present supervisors. 

7. Salaries were not negatively 
allected by the installation. This is 
company policy. For those who re- 
mained in their former jobs no 
immediate changes were made. For 
those who moved to a new job on 
were upgraded, any changes were 
in an upward direction. 

8. Electronic equipment improved 
the firm’s competitive position by 
reducing cost. 


9. In addition to savings from the 
reduced number of _ personnel, 
needed savings also resulted from 
reduced costs of recruiting, training, 
turnover, and fewer mistakes. 

10. The office space needed to 
handle the present volume of busi- 
ness and any increased volume was 
significantly reduced, 

Similar results were observed at 
the bank after the installation of 
the Post-Tronic: 

1. The number of employees 
needed for the bookkeeping opera- 
tion was reduced. In this case, the 
reduction was from 31 employees 
to 18. 

2. The job affected most was that 
of the bookkeeper. This effect was 
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Automation improve competitive position 


not only in reduced numbers, but 
also one of simplification. 

3. There were no lay-offs as a 
result of the installation. The ma- 
chines were introduced gradually, 
and attrition absorbed excess help. 
Aiding this process was the fact that 
the transition was timed to corre- 
spond to annual vacations and 
periods of slack work loads. 

4. The number of supervisory 
jobs also declined. This decrease 
was proportionate to the reduction 
in the number of operatives. 

5. The content of the supervisor's 
job also changed. He now spends 
less time in actual supervising and 
has taken on some new duties, such 
as training. 

6. Salaries were not affected by 
the installation. This is in spite of 
the fact that the bookkeeper’s job 
has been simplified. If anything, 
upward pressure was exerted. This 
pressure is caused by the competi- 
tion that exists among employers 
to get the best qualified workers. 
There is still some question as to 
the qualifications needed to per- 
form the job and how to measure 
them. 

7. Electronic equipment im- 


More and more routine accounting func- 
tions are passing from human hands to 
computers. 
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proved the firm’s competitive posi- 
tion by reducing costs. The largest 
single savings resulted from the re- 
duction in the number of em- 
ployees. 

8. Savings also accrued from the 
reduced costs of recruiting, training, 
and fewer errors. It is difficult to 
place a dollar value on_ these 
savings. 

9. The space needed to service 
the present volume of business has 
been reduced. This is especially 
important where volume is increas- 
ing and there is no room to expand. 

10. The number of accounts 
handled by each bookkeeper has 
tripled. This is due to the electronic 
functions of the Post-Tronic. 


Salaries not affected 


Although the results of the 
RAMAC installation at the insur- 
ance company were quite similar 
to those caused by the Post-Tronic 
installation at the bank, certain 
major differences were also ob- 
served: 

The job content of the bank’s 
bookkeepers has been significantly 
simplified. The Post-Tronic does 
electronically much of what the 
bookkeeper was relied upon to do 
with conventional equipment. As a 
consequence of the machine’s elec- 
tronic functions, more emphasis _ is 
being placed on human speed and 
less on accuracy. 

At the insurance company, how- 
ever, job content has not changed 
much. Those remaining at their 
present positions are performing 
about the same tasks as before the 
RAMAC installation. The major 
effect is in the number of employees 
needed. 

Supervisory jobs also were af- 
fected more at the bank than at 
the insurance company. With the 
Post-Tronic, not only are fewer 
supervisors needed, but operative 
employees need less supervision. As 
a result, the supervisor has taken 
on new duties. There seems to be 
little room for upgrading present 
supervisors. 

Although the number of super- 
visors needed at the insurance com- 
pany has decreased, there is more 
room for upgrading. This may be a 


reflection of the fact that RAMAC 
is a completely automated system 
while Post-Tronic is only a first step, 
The insurance company, however, 
does not seem to have the type of 
operation that can be as completely 
automated as that of the bank. 

On the basis of these similarities 
and differences between the two 
companies, a series of general con- 
clusions concerning the introduc- 
tion of automated equipment can 
be drawn. These conclusions are, 
of course, subject to the results of 
further studies in similar or differ- 
ent industries. 

1. The total number of clerical 
jobs is being reduced. The major 
portion of this reduction is in what 
might be termed the middle bracket 
of jobs. 

2. The installation of automated 
office equipment does not result in 
immediate layoff of present em- 
ployees. 

3. The number of supervisors 
needed is decreasing. 

4. The volume of work that can 
be handled is increased with elec- 
tronic equipment. This is done with 
fewer employees. 

5. Salaries are not negatively af- 
fected by the installation. This is 
true for the short term. The long: 
term effect remains to be seen. 

6. A firm’s competitive position 
is improved with electronic equip- 
ment by the reduction in operating 
costs. The largest single saving re- 
sults from the reduction in the 
number of employees needed. 

7. Substantial savings also accrue 
from the reduced costs of recruiting 
and training. 

8. The space needed to handle 
the present volume of work is re- 
duced. This factor becomes impor- 
tant when business is expanding 
and space is limited. 

The results of these two studies 
are not final. Both companies are 
continuing their office automation 
programs. Similarly, many compa- 
nies that do not have automated 
equipment can benefit from such 
studies to improve their knowledge 
of the field. And as more informa- 
tion becomes available, manage- 
ment will be able to make sounder 
decisions with respect to its use. 
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Ss 
Remarkable new Accogrip 
This is an instant binder. It secures your papers yet you 
don’t have to punch holes. 


e m 

Secures as it organizes 
Accogrip is a spillproof desk organizer. Lets you quickly 
put away any papers you work with. Yet keeps them 
readily accessible at your desk or work table. Holds one 
sheet or hundreds (up to 4” capacity). Ideal for _let- 
ters, bills, memos, photos, reports, records, catalogs, 
blueprints, job sheets, legal or accounting papers—any 
size sheet. 


SS 4 a ee Ye ad. 


+ a 
Grips papers instantly 
Opens and closes at a touch of the finger. Keeps papers 
instantly on tap. Grips without marring. 


Which style for you? 


Letter, legal or special sizes. Clamp positioned side or 
top. Genuine pressboard in a range of colors. At your 
stationer’s now. 


ACCOGRIP 


ACCO PUNCHLESS BINDER 


ACCO PRODUCTS 4 Division of Natser Corporation, Ogdensburg, N.Y. e In Canada: Acco Canadian Co., Ltd., Toronto 
(Circle No. 1 on Reader Inquiry Card) 
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AUTOMATION WS IN THE OFFICE 
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BURROUGHS NEW SOLID STATE BS000 
DESIGNED FOR AUTOMATIC PROGRAMMING 


BURROUGHS Corp. late last 
month announced a new solid state 
electronic data processing system— 
the B5000. According to company 
spokesmen, the new system is the 
first computer ever designed espe- 
cially for automatic programming 
applications. 


The new system also makes “‘flex- 
ible multi-processing and system ex- 
pansion without reprogramming 
practical tor the first time,” accord- 
ing to the manufacturer. 

Announcing the Burroughs 
B5000 electronic information proc- 
essing system in New York City, 


MEMORY 


1-0 CHANNELS 


Maximum B5000 Burroughs Information Processing System shown in flow chart above 
consists of various input-output units (left), computer memory and processors (right). 
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Ray R. Eppert, president, said the 
new computer is “one of the most 
powerful tools yet devised for the 
solution of complex business and 
scientific problems.” 

A medium-priced system, the 
B5000 will provide performance 
equal to or greater than “so-called 
large-scale computers with an ease 
of utilization some experts predicted 
would not be forthcoming for an- 
other decade,” he declared. 

“It departs from traditional con- 
cepts of computer design to drastic- 
ally cut programming time and 
problem-solving costs long associ- 
ated with conventional computer 
systems. 

The B5000 is a versatile, ultra- 
high speed data processing system 
that automatically “‘adjusts to its 
own environment,” schedules and 
keeps track of its own work load, 
and actually tells itself as well as 
its human operator how it’s doing, 
the president said. 

“The computer industry, much 
like the automotive industry a few 
vears ago, has been engaged in a 
horsepower race,’ Eppert declared. 

It is not unusual for a team of 
experts to spend months writing 
and “debugging” a computer pro- 
gram for a complex problem that 
only requires a few minutes to solve 
once all data are entered into the 
computer, he continued. 

“We felt it was time to stop and 
take stock. We wanted to get back 
to the basic objective of a comput- 
er: to solve problems without cre- 
ating even bigger ones. 

“High speed is vital to a com- 
puter; but it must be used continu- 
ously to pay off for the user,” he 
said. 

“Computer engineering technol- 
ogy in providing high internal ma- 
chine speeds far outstripped the 
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ability to use this speed efhciently. 
And every time the speed was in- 
creased, it became even more difh- 
cult to communicate with the com- 
puter and control its behavior. 

“Because users had to communi- 
cate with previous electronic com- 
puters in complex numerical codes, 
a language foreign to them, they 
devised highly complex methods to 
bridge the communications gap. In 
spite of these efforts, the excruciat- 
ing detail of computer program- 
ming continues to tie up costly 
scientific, engineering, and business 
talent. 

“The B5000," Eppert asserted, 
“will drastically reduce program- 
ming costs because the system is the 
first ever specifically designed to ac- 
cept programs written in’ algebra 
(flor scientific and engineering 
problems) or in English language 
statements (lor business data 
proc essing) ° 

“This machine doesn’t just bridge 
the communications gap, it elimin- 
ates the gap itself by removing the 
problem.” 

The built-in ability to process 
programs written in the Common 
Business Oriented Language 
(COBOL) and Algorithmic Lan- 
guage (ALGOL), will be standard 
with every B5000 computer system, 

The B5000 computer systems will 
rent from $13,500) to $50,000) a 
month, depending on the size of 
the system. Sale prices will range 
from $540,000 to 52,000,000. 

First deliveries will be made in 
18 months. 


New DACOM system prints 
20,000 characters a second 


Recordak Corp., the Eastman 
Kodak subsidiary in the microfilm 
and business systems field, has in- 
troduced its DACOM: (DAtascope 
Computer Output  Microfilmer) 
system. DACOM, a _ high - speed 
printer for computers, converts in- 
formation from magnetic tape into 
alpha-numeric characters. 

The system's print-out speeds 
vary with the type of material to be 
reproduced, but maximum speed is 
20,000 characters a second. This 
means that 20 pages of business 
data, containing a thousand char- 
acters on each, can be transformed 
to 16mm. microfilm frames in a 
second. Or a complete page of data 
that contains 8,064 characters can 
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Recordak DACOM system can be used on-line with any computer in the IBM 700 
series or off-line with any computer that produces magnetic tape. Price is $300,000. 
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A single plastic program card is used for automatic programming control of Smith- 


Corona Marchant’s Typetronic 6615, a desk-size electronic computer with typewriter. 


be reproduced in a half-second. 

The system can be used as on- 
line equipment with any computer 
in the IBM 700 series, according 
to Recordak, or as an off-line print- 
er with most other computers. For 
off-line use, DACOM can be adapt- 
ed to any computer that produces 
magnetic tape. 

Delivery time ranges from 18 
months to two years, and the selling 


price for a DACOM system is ap- 
proximately $300,000. No informa- 
tion on leasing arrangements has 
been made available. 


Smith-Corona shows new, 
desk-size computer 


Smith-Corona Marchant, one of 
the few business machine manufac- 
turers that had not gone into elec- 
tronic data processing, jumped into 
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AUTOMATION IN THE OFFICE 


the field with two solid state elec- 
tronic computing machines. The 
two units are the Typetronic 2215, 
an automatic writing system, and 
the Typetronic 6615, a desk-size 
computer with typewriter input- 
output. 

The Typetronic 2215, which 
ranges in price from $4,500 to $6,- 


500, can be used for invoicing, bill- 


Farrington device breaks “input bottleneck” 


ing, order writing, and other appli- 
cations where automatic typing can 
be utilized. It is activated by punch- 
ed paper tape (six through eight 
channels at present, although five- 
channe] tape will be used soon) or 
edge - punched cards. It produces 
paper tape, as a by-product, for 
later sales analysis. 


The 6615 also 


operates from 


MAGAZINE LOADING—no more old- 

fashioned hand-threading... just 
drop on the exclusive Norelco tape 
magazine — it’s fumble-proof, jam- 
proof, takes just 2 seconds! 


ONLY FIVE CONTROLS—comparable 

machines use as many as 10 for all 
functions: dictating, playback, fast- 
forward, fast-rewind, quick-review, 
quick-erase and stop. 


RUE FIDELITY SOUND—assured by 

the engineers of world famous 

Norelco hi-fi and electronic equip- 

ment; superior sound speeds typing, 
makes transcribing a snap! 


EASY PORTABILITY — only 8 pounds 

...travels anywhere... fits any- 
where... for your office, home, or car 
—wherever and whenever it is most 
convenient for you. 


PERMANENT MAGNETIC TAPE—eco- 

nomical...no replacement costs! 
Always ready for instant review—or 
erase at the touch of a button and 
re-use whenever you wish. 


AUTOMATIC END-OF-TAPE BUZZER 

—automatic signal tells you when 
you’ve reached the end of your tape; 
saves time by preventing you from 
continuing to dictate when reel is 
complete. 


NSTANTANEOUS TELEPHONE-RE- 

CORD SWITCH- permits immediate 
switching from dictating to tele- 
phone-call recording; another 
Norelco ‘extra’ feature at no extra 
cost! 
...and only $189.50 (plus tax) with 
your choice of either dictating or 
transcribing accessories. 


NORTH AMERICAN PHILIPS CO., INC. 


230 Duffy Avenue, Hicksville, Long Island, N. Y. 


Gentlemen: 


Yes, I am interested in finding out how the Norelco a dictating /transcribing machine 
can help make my office dictation and transcribing 50% simpler and more pleasant. 


CJ Kindly send additional literature. 


(J Please arrange a free demonstration, in my office . 


about (date). 


ALL 


the features you need... 


ONLY 


the features you need... 


it’s as simple as that! 


NEW, 
MAGAZINE 
LOADING 


orelco/O | 


Dictating/Transcribing Machine 


Dictating Equipment Division 


.. without obligation on or 
at (time). 


Company. 
Address 
| City. Zone State. 
; Attention of. Title 


In Canada, the Norelco ‘75’ is known as the ‘Philips’ dictating machine and is dis- 


| tributed by Philips Industries, Ltd., 116 Vanderhoof Avenue, Toronto, Ontario. 


bun 
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(Circle No. 47 on Reader Inquiry Card) 


edge-punched cards or paper tape, 
and variable data are entered man- 
ually through the electric type- 
writer. The machine has an eight- 
millisecond add time and a zero 
access time. Programs are inserted 
into the computer rapidly on plas- 
tic (Mylar) program cards. Cost of 
the 6615 ranges from $6,000 to 
$8,000. Both machines are available 
within 30 to 90 days and may be 
leased at a rate of trom 1.5 to 3 
per cent of the purchase price per 
month. 


Farrington page reader 
translates data to tape 


Intelligent Machines Research 
Corp., subsidiary of the Farrington 
Company and pioneer in the field 
of optical scanning, demonstrated 
the first alpha-numeric, solid state, 
commercial page reader to break 
data processing’s “input  bottle- 
neck” at a press conference in 
Washington, D.C. 

The page reader scans ordinary 
business documents and instantan- 
eously translates the information it 
reads into punched paper tape at 
the rate of 240 characters a second. 
Farrington spokesmen _ predicted 
that the company could make a ma- 
chine to read 340 characters a 
second by using magnetic tape. 

Developed for the U.S. Air Force 
under government contract, the 
optical readers are going into oper- 
ation in the insurance and utility 
industries. Six insurance compa- 
nies have already ordered the sys- 
tem, which ranges in price from 
$95,000 to $175,000. 


IBM pays $9.18 a share 
on $1.4 billion gross 


International Business Machines 
Corp., giant of the data processing 
industry, announced a whopping 
$1.4 billion gross income for 1960. 
This is an increase of more than 
$126 million over 1959, according 
to IBM President Thomas _ J. 
Watson. Corporate earnings before 
taxes, meanwhile, were more than 
$345 million in 1960, up $45 
million. 

Earnings of $9.18 were paid on 
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LowlA low-cost way to 


automate sales analysis — 


Keysort Data Processing 


Today, the businessman must know exactly what is be- 
ing sold where. Yet, to the small- and medium-sized 
company, most data processing systems that can deliver 
this information on time are prohibitively expensive. 
Except Keysort. 


Flexibility and economy 


Keysort is the only automated data processing system 
flexible et nough to fit your business as it stands and as it 
grows. It is the one system adaptable and affordable to 
companies of every size. Remarkably simple to use, 
Key sort requires only minimum training. It imposes no 
restrictions on your way of doing business, yet provides 

the whole range of management reports — order and 

sales analysis, territory analy sis, inventory, ete. 


Reduced clerical burden 
Mechanically created, Keysort cards are code-notched 
with your vital information. W riting is thus reduced to 
a minimum. Figures are automatically tabulated and 
summarized dire sct to reports. You get the information 
you need when you need it. With least effort. And at 
lowest dollar cost. 


Documented case histories 
Your nearby Royal McBee Data Processing Systems 
Representative will be glad to discuss a low-cost Key- 
sort system tailored to your individual requirements. 
Call him, or write us at Port Chester, N. Y. —indicating 
the applications in which you are interested—and we 
will supply you with actual case histories from our files. 


ROYAL MCBEE corporation 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 
(Circle No. 57 on Reader Inquiry Card) 
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AUTOMATION IN THE OFFICE 


each of IBM’s 18,310,954 shares 
outstanding at the end of the year. 
(Last month IBM stock was selling 
in the neighborhood of $650, a 
healthy increase over the 1960 low 
of $407). Major stimuli for this 
growth, Mr. Watson noted in his 
message to stockholders, were sales 
of the 1401 electronic accounting 
system (4,000 orders to date) and 
the introduction of the IBM Ex- 
ecutary line of dictating equipment. 


At the end of the year, IBM had 
127,432 stockholders and 104,241 
employees in its world-wide opera- 
tions. 


ADAPSO organized by 
computer service centers 


Leading American and Canadian 
companies in the computer and 
punched card service field have an- 
nounced formation of the Associa- 


Just give your VARITYPER Operator 
a rough layout of your planned booklet, 
literature or ruled form. She will give you 
a finished, professional-looking job with 
its attractive variety of type styles, ruled 
lines and squared margins...all produced 
on ONE VARITYPER Machine. Instantly 
changeable type styles and sizes, auto- [ese a - 
matic line ruling and margin-squaring make = _  - int 
it possible. The job can be done on a di- 
rect master or prepared for paste-up. 


| PLEASE @EAD THE DETAILED INSTRUCTIONS OM THE REVERSE SIDE OF THIS FOm™ 


This entire advertisement 
was prepared on VARITYPER 
equipment. The body copy was 
written on the VARITYPER 
model, illustrated here, and the 
headlines were photo-composed 
on the HEADLINER machine. 


the machine with | ()Q)Q faces _ 


GIVES YOU THE 
BEAUTY AND VERSATILITY OF 


Typesetting...! 


} WITH THE BASIC SIMPLICITY 


AND ECONOMY OF 


Typewriting...! 


Mail this coupon for 
illustrated literature 
and specimens. 


PYTTTITTI II) 
Please send me VARITYPER Book D-36 


Varilyper L orporation 


Computer centers establish organization 


tion of Data Processing Service Or- 
ganizations (ADAPSO). The new 
association consists of companies 
that service clients through data 
processing centers, as distinct from 
companies that only manufacture 
and rent or sell equipment. 

The association, which consists of 
representatives from both independ- 
ent service centers and manufac- 
turers’ centers, seeks to establish per- 
formance and ethical standards. 
Membership is limited to companies 
that perform data processing work 
for customers on their own premises. 

Headquarters are at 1000 High- 
land Ave., Abington, Pa., and the 
executive vice president is W. H. 
Evans. 


Control Data releases 
Model 350 tape reader 


Contro] Data Corp. announces 
the release of its Model 350 high- 
speed punched paper tape reader. 
The Model 350 was designed for 
use with the company’s 1604 and 
160 computers, but is now being of- 
fered for general sale. 

Model 350 is a_ photo-electric 
reader that reads five-, seven-, or 
eight-level punched paper tape at 
the rate of 350 characters a second. 
The reader uses solid state compo- 
nents throughout and is available 
either with or without reading 
circuitry. 

The tape reader is currently in 
production, and small quantities are 
available from inventory; delivery 
of large quantities of units require 
approximately 90 days. 


Model 350 reads 350 characters a second. 
Control Data’s high speed punched paper 


——I 


ren : MOPAR cnsccccccccseccncsaresvoccecconssscesese tape reader, originally designed for use 
= SSmapccgie: moana oF" agar ssoceare OWES. 5.0.00 cccpssisnvsstocsvesersasseveseseses with its own computers, is now being 
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$4.90 is cost of 100-ft. roll of 16mm Recordak microfilm in- 
cluding processing (also available without processing charges). 


, 


A microfilm copy costs you next to nothing! 


(less than 1/20 of a cent film cost to reproduce a letter on Recorpak Microfilm) 


At such a price, it costs far less to 
microfilm a record than to have 
your secretary file it... or tran- 
scribe even a few items on it! 
Cost-conscious executives have 
been quick to see the economy of 
Recorpak Microfilming . . . quick 
to apply it to billing and other 
record-keeping routines. You'll find 
it at work in more than 100 differ- 
ent types of business—everywhere 
from retail stores to hospitals, from 


SRECORDPK: 


(Subsidiary of Eastman Kodak Company) 
originator of modern microfilming 
—now in its 33rd year 
IN CANADA contact 
Recordak of Canada Ltd., Toronto 
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fuel oil dealers to country clubs. 
For a real surprise, ask about the 
savings and speed it makes possible 
in your type of business! 


And talk about speed! The new 
RecorpAK RELIANT 500 Micro- 
filmer photographs up to 500 items 
a minute... also indexes them on 
the film . . . and even endorses, 
cancels or face-stamps originals 
when accessory endorser is used. A 
complete line of Recordak equip- 


ment is available to suit 
the requirements of 
businesses of every size. 


(Circle No. 54 on Reader Inquiry Card) 
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. . 
¢ RECORDAK CORPORATION, 415 Madison Avenue, New York 17, N. Y. ES 
. . 
- Send free 4-color folder describing new Recorpak RELIANT 500 Microfilmer. e 
. . 
: Name. Position = 
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LISTEN TO YOUR 
SYSTEMS MAN! 


By CHARLES H. GODDARD 
Vice President, Voicewriter Division 
Thomas A. Edison Industries 


THE ROLE of the systems man 
is becoming increasingly important 
to the smooth functioning of a busi- 
ness. One major reason for this 
lies in the shift from repetitive work 
to creative effort on the part of 
employees on all levels. As business 
machines take over more tasks pre- 
viously performed by employees, 
the employee, in turn, becomes the 
user, director, programmer—what- 
ever term you wish—of the machines 
in the office. His ultimate responsi- 
bility is greater, his individual ini- 
tiative, more called upon. 

Coordinating the new individual 
responsibility with the world of 
office machines is the important 
role of the systems man. It is his 
task to translate the possible bene- 
fits that can accrue from the use 
of machines into concrete operating 
benefits for his company. He must, 
in other words, see that the tools 
are used effectively on both the 
group and individual level. 

How does the role of the systems 
man translate itself into actual 


working terms? ‘The following five 
facets of the systems man’s job may 
shed light on this question. 

1. The systems man must be in- 
formed as to the details of all job 
functions within the company. He 
must know the work load of a cer- 
tain job, the variations in the work 
load, the reason for the work being 
performed in that job, the flow of 
work both to and from the job. 
With an extensive knowledge of 
methods and equipment, he must 
be alert to the improvements in 
tools for each particular job, and 
not only which tool should be pro- 
vided for the job, but when it 
should be introduced. 


His voice must be heard 

2. The systems man requires a 
strong coordinating sense. How will 
the introduction of a new machine 
designed to expedite job perform- 
ance at one station affect the fur- 
ther processing of that work at 
another work station? Will a new 
machine provide for one execu- 
tive’s secretary to expedite his work 
while that of the others is left to 
proceed at a slower pace? 

3. The systems man must have a 


voice that is heard in the company. 
His recommendations—based on per- 
formance, requirements, and the 
tools and people that bring the two 
together in effective company opera- 
tions—should be presented forcibly 
and clearly. Too often management 
engages the services of a systems 
man and buries his recommenda- 
tions in a good intentions file. This 
is not always the fault of manage- 
ment. Many systems recommenda- 
tion reports are phrased in a lan- 
guage comprehensible only to an- 
other systems man. Top manage- 
ment cannot clearly see the benefits 
of a recommended procedural 
change because the recommenda- 
tions are not clearly presented. 

4. The systems man must know 
and like people. Systems are at best 
a way of letting people function 
more fully, of helping them to 
realize their potential as human 
beings and members of a_ business 
community. The same clarity and 
persuasion that should be applied 
in recommendations to management 
should be used in introducing ap- 
proved methods and procedures to 
individual employees. 

Not only in the field of data proc- 
essing—where an entire system dis- 
places clerical functions—must time 
be taken to explain to employees 
the reasoning behind change. Con- 
fronted with a new business ma- 
chine of any type, the average 
employee may react with gratitude, 
uncertainty, fear, or indifference— 
depending upon the method of its 
introduction. The employee reac- 
tion is important because it often 
determines the performance of both 
the employee and the machine. 

5. The systems man acts as the 
representative of his company to 
the business community at large. 
It is the systems and_ procedures 
which he creates that affect sales 
and salesmen, customers and_ stock- 
holders, employees and friends. The 
systems in use at his company can 
present an image to the world of 
a fine progressive company—or of a 
company living in the past. 

The systems man is an important 
man with a vital job to do. His 
findings and recommendations can 
often make the difference between 
profit and loss in a competitive 
business environment. It is a wise 
management that listens carefully 
when the systems man talks. 
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This profitable offset department 


American 


Type 
Founders 


J ; less than a dollar an hour! 


For less than a dollar per working hour, you can pur- 
chase a complete ATF offset department, including: 
press, camera, darkroom sink, negative layout table, 
platemaker, and utility table. If you have some 
seldom-used equipment to trade in, chances are you 
will need little or no down payment. 

Or you can lease the complete “package”—or any 
part of it—without trading in any equipment or 
making a down payment. 

Either way, you get brand new equipment—and 
only what you need—on the easiest terms. You can 
pay as you go and make a profit as well. 

Heart of this plan is the ATF Chief 15, the small 
press with the big press features...the press which 
has been chosen by over 1500 professional printers. 
You can see this press and the related “package” 
equipment in operation at your nearest ATF Branch 
Office; or your ATF Representative will supply full 
details, including a folder, “How to Set Up for Off- 
set,” which outlines various plans and choices of 
equipment. If you prefer, use the coupon below. 


Ghul 


ATF Type Faces used in this advertisement: heads, Craw Clarendon; 
text, Bodoni Book; coupon, News Gothic Condensed. 


American Type Founders, Dept. B 

200 Elmora Avenue, Elizabeth, N. J. 

I’m interested in your “Offset Package Plans” on a (1) purchase 
O lease basis. 


Name Title 


Company en 


Street and Numb 


City Zone_ State 


(If you have trade-in equipment, list descriptions, models, serial numbers) 


(Circle No. 6 on Reader Inquiry Card) 
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Conclusion — 


WASHINGTON ACTIONS FORESHADOW 
END OF COMPULSORY RETIREMENT 


Worker’s own interest in continuing on job 


called key factor in his effectiveness. 


By ROBERT M. SMITH 


“IT’S interesting to note differences 
in occupations. Lawyers never re- 
tire, do they? Or doctors. They die 
in their offices. In fact, self-employed 
people tend to continue working. 
Yet for all these people there must 
be certain criteria of performance 
—perhaps the ability to make a 
profit for themselves. What I am 
trying to suggest is that we don't 
use as much as we know about these 
various factors to the best advantage 
of the company, the economy, or 
the individual.” 

The speaker was Dr. Ross A. Mc- 
Farland, Harvard School of Public 
Health, participating in a recent 
panel discussion at a conference on 
older employees sponsored by the 
Employment and Retirement Sec- 
tion, National Council on the 
Aging, in New York City. His re- 
marks emphasized one of the most 
vexing problems facing American 
businesses today—whether manda- 
tory retirement at age 65 is fair to 
the individual employee, and is in 
the best interests of the company. 
It is a problem that will grow more 
difficult in the years ahead. 

Moreover, it is a problem in 
terms of the economy as a whole 
because the Social Security System 
and most private pension plans are 
geared to mortality tables that are 
being continually outdated by med- 
ical advances. Medicine is now talk- 
ing fairly confidently of an average 
life expectancy of more than 100 
years by the year 2000. This is based 
on anticipated major break- 
throughs in the fight against the 
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two major disease groups of old 
age — the cardiovascular diseases, 
and cancer. 

Obviously, any such radical 
change in life expectancy in a mere 
forty years implies a continually ex- 
panding life span for people now in 
their thirties, their forties, and their 
fifties. They may not live to be one 
hundred, as the child born in 2000 
could have every expectation of do- 
ing, but they will live a great deal 
longer than those who designed 
present retirement policies and 
Social Security provisions ever as- 
sumed they would. 

If they are retired arbitrarily at 
65, it means that an increasing load 
will have to be borne by a Social 
Security system funded mainly by 
current rather than past payments. 
It means also that eventually pen- 
sion rates will have to be raised, 
assuming that the anticipated ex- 
tension in the life span does take 
place. 

These problems were brought 
into sharp focus by the recent 
White House Conference on the 
Aging, and the recommendations of 
the Kennedy “task force” on the 
aging. The White House Confer- 
ence group recommended periodic 
Congressional review of Social Se- 
curity benefits to keep them in re- 
lation to a rising cost of living. It 
also recommended adoption by in- 
dustry of flexible retirement poli- 
cies. Conference groups also urged 
medical care for the aged under the 
Social Security system. 

Provisions on medical care for the 
aged under the Social Security sys- 
tem, of course, will probably have 


rougher going in Congress than will 
changes in the level of Social Se- 
curity payments, and provisions for 
higher government benefits for 
those who postpone their retirement 
to some point beyond 65. After all, 
the Kennedy-sponsored bill for com- 
pulsory government health insur- 
ance was defeated in the last session 
of Congress, and the present Con- 
gress is of a slightly more conserva- 
tive cast than the last one. However, 
at that time the Administration 
itself Opposed the Democrat-spon- 
sored bill, while the new Adminis- 
tration is composed of the very 
forces and men who sponsored last 
fall’s defeated legislation. So it 
seems very probable that some pro- 
gram to include medical care bene- 
fits, at least at minimum levels, will 
be enacted relatively soon. 
Adoption of such a government 
program would seem, however, to 
be one more factor leading to a 
total reassessment of the entire 
worker retirement age question. 
Undoubtedly, under existing condi- 
tions, one of the factors in many 
companies’ reluctance to continue 
employment of workers past 65 has 
been a fear that failing health 
might leave the company in a posi- 
tion where it would be obliged to 
maintain workers on the payroll 
through periods of illness, or even, 
in some cases, assist with their medi- 
cal bills. This would be a particu- 
larly strong factor in the retirement 
age attitude of companies carrying 
catastrophe medical insurance plans 
on their employees, since the rate 
for such plans would rise very 
sharply for the elderly. With a gov- 
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Con: ‘‘We need to keep moving our people—.,’’ up and out 


ernment program in effect, how- 
ever, it seems very probable that a 
company could continue to employ 
a worker who has passed the age of 
65, but cut off all medical insurance 
for him at that age. If he should 
become seriously ill, ill enough to 
be forced to leave work, he would 
immediately become the beneficiary 
of his company pension, his Social 
Security benefits, and health protec- 
tion since he would be protected 
under the government program. 

And, in the last analysis, there is 
a serious question whether the econ- 
omy can easily bear the cost of a 
large share of the population on a 
government benefit plan. If the life 
expectancy should reach 85—a fig- 
ure that seems within sight now— 
this would mean, if mandatory re- 
tirement were held at 65, that 
nearly half the nation—the young- 
sters under 20 and the older people 
in the 65 to 85 bracket would be 
supported by the other half. 

Thus, from every point of view 
it would seem wise and necessary 
for business to re-examine the whole 
question of retirement ages. It 
would make sense in terms of busi- 
ness’ own tax load, and the tax load 
applying to its employees. 

Against these considerations, of 
course, must be equated the useful- 
ness of older workers in the com- 
pany’s work. What are their quali- 
fications? What are their draw- 
backs? 

Again, the experience of firms 
represented at the Conference on 
Older Employees sponsored by the 
National Council on the Aging is 
helpful. The retirement policies of 
eight major American companies— 
were outlined by speakers from the 
companies. 

Retirement policies among the 
various companies represented 
ranged all the way from normal re- 
tirement age 60; compulsory retire- 
ment at 65 for A.T.&T. to normal 
age 65, mandatory, 70 for Scovill 
Manufacturing Co. American Tele- 
phone and Telegraph, at the low 
end of the scale, based its policy 
on the theory that “many peo- 
ple at age 65 are still able to 
do a very good job, but many more 
are not.” 
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Furthermore, in the words of 
H. K. Onstott, assistant vice presi- 
dent: 

“When we are talking about cost 
of pensions, let’s not forget why we 
put in a pension in the first place. 
Could we save money if we did not 
have a pension plan? Actually, we 
don’t think so—and that’s the rea- 
son we adopted a plan. We say that 
we need to keep moving our people, 
and particularly at the top we need 
to keep taking them out. That way, 
we get movement—something which 
is attractive to younger people in- 
terested in opportunities for ad- 
vancement.” 


Con Edison’s program 


Dwight Sargent, of Consolidated 
Edison Co. of New York, speaking 
of his company’s program, said: 

“On January 1, 1958, by agree- 
ment with the union, we changed 
the mandatory retirement age for 
men from 65 to 68 and for women 
from 60 to 65, without changing 
the normal retirement age of 65 
and 60 respectively. In effect, we 
adopted selective retirement on a 
limited trial basis. 

The results: in the first six 
months of 1960, of 262 people 
reaching normal retirement age, 42 
per cent wanted to retire; 58 per 
cent wanted to continue working. 
Of the latter group, over half were 
acceptable to management and 
were allowed to stay on the job. 

Moreover, Consolidated Edison 
found significant differences be- 
tween preferences according to the 
employee category: 

“Why do people want to retire?” 
Mr. Sargent asked. “There are, of 
course, many reasons. But I did a 
little nose-counting the other day 
to see whether there were any dif- 
ferences between blue-collar and 
white-collar employees. Mechanics, 
operating shift people, and persons 
doing hard physical labor tend to 
get a little tired by age 65, whereas 
engineers, clerical people, and other 
white-collar employees tend to want 
continued employment. 

“About 450 men in our company 
reach age 65 annually. About one- 
third, or 150, elect to work beyond 
age 65. Of the 150 who elect to 
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Industrial studies indicate that older 
workers remain highly effective in pre- 
cise, highly repetitive work. 


continue, perhaps 30 drop out at 
the end of the first year, 15 at the 
end of the second year. I estimate 
that the saving in pension costs 
runs between three and one-half 
and five per cent. 

“If our experience at Consoli- 
dated Edison were extended to 110,- 
000 people throughout the economy 
who were permitted to continue 
working as a result of changes in 
retirement policy, Social Security 
would not pay out $158,000,000; 
private pension plans would not 
pay out $130,000,000, and the per- 
sons working would pay Social 
Security taxes of $13,000,000, State 
and Federal income taxes of about 
$55,000,000, and by continuing to 
work, would earn $550,000,000.” 
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Pro: Flexible retirement protects the company’s human investment 


Philip J. Lombardi, regional 
training manager, Montgomery 
Ward, describing that company’s 
flexible retirement system, outlined 
two main advantages the firm be- 
lieves it gains from allowing people 
to work beyond 65: 


1. Flexible retirement permits the 
company to retain competent, well- 
trained employees. It permits the 
company to continue to utilize the 
company’s investment in the experi- 
ence and know-how of long service 
people. 


2. Under most retirement plans 
the employee who works after age 
65 costs the retirement plan less 
than the employee who retires at 
age 65. 

Major disadvantages of flexible 
retirement, according to Mr. Lom- 
bardi, were: 

1. Judgment is required to ap- 
praise the abilities of older employ- 
ees. (Montgomery Ward reviews 
the work performance of every em- 
ployee over age 65 at six-month in- 
tervals.) 


10 New Floor Models for 61 


For 1961, Thomas Collators announce engineering and 
design advancements for their new line of 8, 10, 16, 20 
and 32-sheet floor models that help surpass their own 
outstanding record of achievement. New developments 


that permit greater operational efficiency . . . increased 
versatility . . . speedier set-up time . . . easier accessibility 
to working mechanisms. . . beautiful, new two-tone finish 
. .. more, much more! Spend the moment it takes to get 
the full story on how you can cut the high cost of gathering 
duplicated sheets into sets, improve morale, and effect 
considerable savings—Simply write: 


¥e THOMAS COLLATORS INC. 


World's Leading Manufacturer of Collating Equipment 
DEPT. E, 100 CHURCH STREET, NEW YORK 7, N. Y. 


(Circle No. 65 on Reader Inquiry Card) 


2. Selective retirement necessi- 
tates forcing some people to retire 
involuntarily. These people may 
have a feeling that they have been 
victims of discrimination. 

3. Flexible retirement programs 
are more expensive to administer 
than compulsory programs because 
of the periodic re-evaluations of 
work performance required. 

Perhaps the most significant com- 
ments at the conference, the clue to 
the reason why companies which 
have experimented with flexible re- 
tirement plans seem fully satisfied, 
came from Dr. Ross McFarland, of 
the Harvard School of Public 
Health. His report indicated that 
those who wish to remain on the 
job are very often those who can 
compete most successfully with 
younger workers on the job. The 
very desire to stay in the work force, 
in other words, would indicate that 
the individual would remain a com- 
petent and effective worker. 


“All the evidence from _ psycho- 
logical studies of aging shows that 
if an older person wishes or wants 
to excel or stay on a job, or learn 
a new one, he can do so,” the 
doctor reported. “Being wanted is 
also essential to successful perform- 
ance. 


This may be the reason the self- 
employed so seldom quit, the doc- 
tors and lawyers die in their offices. 
It's a factor which might seriously 
be considered by companies now 
firmly wedded to compulsory re- 
tirement at age 65. If a man or 
woman is good on his job, if he’s 
physically and mentally capable of 
performing it, and if he wants to go 
on working, perhaps it’s not only 
harsh in personal terms to retire 
him against his will. It might be 
shortsighted in terms of the com- 
pany as well. A perfect example is 
that of a research director who was 
retired at age 65 by a noted drug 
firm. He didn’t want to retire, and 
he found another firm, which had 
more liberal standards and was 
glad to hire him. Eight years later, 
at the age of 73, he announced a 
new drug discovery — one of the 
most noted of the current miracle 
drugs, and, unfortunately for his 
former employer, one that was com- 
pletely protected by patents. 
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Combination Set— 
Send-Receive Page Printer, 
Tape Punch and Tape Reader 


Which Teletype printer is best for you? 


Which of these Teletype Model 28 page printers is 
best for your message and data communications needs? 
Each will perform the basic function of all Teletype 
equipment—to flash information over long or short 
distances. But in addition, each has varying capabilities 
to meet the requirements of the individual user: 
Send-receive page printer in console—probably 
Teletype’s most familiar product; for sending as well 
as receiving page copy. 

Receive-only page printer in console—the same 
machine, but without a keyboard. For use where infor- 
mation need only be received, not sent. No operator 
is required. 

Table model—with or without keyboard... similar 
model available for rack mounting. 


Combination set—a complete message center in 
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one compact cabinet. In addition to page printer and 
keyboard, it contains facilities for preparing punched 
tape and for transmitting and receiving via tape. 


All of these Teletype Model 28 page printers fea- 
ture the Stunt Box, a built-in “programming” mech- 
anism that will inexpensively handle a wide variety of 
remote control and switching tasks such as automatic 
station selection. All models can be supplied with 
sprocket-feed and tabulating mechanisms for use with 
multi-copy business forms. All are available, too, in a 
choice of cabinet colors to match office decor. 


Teletype Corporation manufactures this equipment 
for the Bell System and others who require the utmost 
reliability from their data communications. Teletype 
equipment can be used with Data-Phone and other 
communications services. 


CORPORATION © | sussioiary of Western Electric Company wwe. 


Free Model 28 Line folder. Write Dept. 36-C, 
5555 Touhy Avenue, Skokie, Illinois 


Tape Reader and Send-Receive 
Typing Tape Punch Page Printer 


Automatic Send- 
Receive Set 


(Circle No. 63 on Reader Inquiry Card) 
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NEW systems AND EQUIPMENT 


4 Acoustical enclosure N-1 
Noise from the billing machine 
above is dampened by the “Not- 
shield” Acousti-Closure, series OEA. 
Enclosures are also available for a 
variety of other office equipment. 
Industrial Acoustics Co., Inc., 341 
Jackson Ave., New York 54. 


A Mimeograph machine 


N-2 


Mimeographing and collating can 
be accomplished in one run by the 
Rex-Rotary model D-490 twin cylin- 
der mimeograph machine. The in- 
terleaver collates a_ previously 
printed sheet as the duplicator 
prints the second, or enclosure, sheet 
Rex-Rotary Distributing Corp., 387 
Park Ave. South, New York 16. 


4 Floor display unit N-3 

The free-standing floor display 
unit is available in crinkle antique 
bronze frames or frames finished in 
olive green. Wings are made in 
20x 30 or 30x 40-inch sizes. Each 
frame can be equipped with 7 or 
12 wings. Jayem Sales Corp., 230 
Fifth Ave., New York. 


> Towel cabinet N-4 


The “Super Singlefold” paper 
towel cabinet has a capacity of 514 
packages or 1,300 towels. Singlefold 
towels are extracted from the cab- 
inet by pulling; cabinet is white 
enamel. Fort Howard Paper Co., 
Green Bay, Wisc. 


q Communications System N-5 

Internal communications are pro- 
vided automatically by the “Dial- 
master” Model ‘TSB-100  switch- 
board. When fully equipped, the 
“Dialmaster” has 14 links to ac- 
commodate 
tween 28 telephones on the system 
simultaneously. Stromberg-Carlson, 
Commercial Products Div., 1400 
North Goodman St., Rochester 3. 


A Office furniture N-6 

Simple lines characterize the new 
“Olympic” series of contemporary 
office furniture. The lightweight 
“Spiracor” top is guaranteed not 
to warp. Peerless Steel Equipment 
Co., Unruh and Hasbrook Avenues, 
Philadelphia 11. 
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ore q Paper cutter N-7 
ES oe The “Michael-Miracle” power 
: paper cutter has a motor that runs 
only when the actual cut is made 
and provides an automatic return 


peee of the knife after each cut. Avail- 
able in 2254 and 2814-inch sizes, 
the cutter is equipped with an elec- | 
N-5 tro-magnetic brake system and a 
two-handed electric jam-proof but- 
pro- ton operation with safety lights. = 
Jial- Michael Lith Sales Corp., 143 W. re 
itch- 45th St., New York 36. ay on 
the a age 
. Mailing 
be- vt 
tem a te 
son, : 
400 
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A Desk Pad N-8 
A pad made of heavy weight 
acrylic plastic protects the desk sur- 
face and allows the wood grain of 
the desk to be seen. The pad is 
available with ends of natural 
wood, metal, leather or Naugahyde 
trimmed with brass or aluminum. 
McDonald Products Corp., 239 
Seneca St., Buffalo 10, N. Y. 
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A Slide viewer N-9 


The Master Vu-Graph 7700 ac- 
cepts 10 x 10-inch transparencies and 
can project a 1000-watt, full-color 
image to sizes as large as 13x 13 
feet. The projection head stands 
a maximum of 171% inches high; 
machine also has a built-in cello- 
phane roll device. Charles Beseler 
Co., 219 S. 18th St., East Orange, 
N. J. 


4q Reader-printer N-10 


Black-on-white 814 x 11-inch 
prints can be produced in less than 
a minute from microfilm when 
using the Documat Reader-Printer. 
The operator examines filmed im- 
ages on a 11x 11-inch screen and 
pushes an exposure button to auto- 
matically produce a black-on-white 
print from a roll of silver-sensitized 
paper. Photostat Corp., 1001 Jef- 
ferson Rd., Rochester, N. Y. 


* TENSION ENVELOPES + TENSION EN 


* TENSION ENVELOPES 


envelopes 


Free “idea kit” shows you how! 


Why lose labor time in the mail- 
ing room or in the office with 
conventional gummed flap enve- 
lopes? 

You seal without moisture with 
Tension Touch ’n Seal envelopes. 
They eliminate at least two com- 
plete steps in mailing room op- 
erations. Secretaries love them 
and efficiency experts praise 
them. Touch ’n Seal works equal- 
ly well for correspondence or 
mailing bulky contents. Abso- 
lutely no “popped” flaps! 


And they actually pay for them- 
selves by reducing mail-handling 
time up to 20 per cent or more. 
Write for FREE samples. 


Tension Envelope Corp. 

818 E. 19th St. 

Kansas City 8, Mo. 
Please send me your FREE Envelope 
Idea Kit for insurance executives. 
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NEW systems AND EQUIPMENT 
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> Movable partitions N-12 


Movable partitions are styled with 
aluminum components complement- 
ing a wood grain paneling. Sturdy 
aluminum posts are kept rigid 
through a special locking device. 
Stelzer Moldings, Inc., South Bend, 
Indiana. 


> Clinic cart N-13 
The mobile clinic cart is con- 
structed of satin chrome finished 
tubular steel and 34-inch wood 
veneered panels finished in white 
enamel; top and retainer rails are 
faced in white, laminated plastic. 
Unit can also be obtained with a 
complete dispensary kit. Fleetwood 
Furniture Co., Zeeland, Mich. 


AB 


q Telephone spray N-11 


A brief spray of Tele-septic is 
said to sanitize the telephone mouth- 
piece on contact and provide ressid- 
ual germ-killing action up to six 
days. The American Tele-septic Co., 
Inc., 507 Fifth Ave., New York. 


N-14 


q Desk accessories 


Cigarette box, utility boxes,, and 
business card holder are a few items 
available in the 700 series of desk 
accessories made of walnut alum- 
inum laminate. Peter Pepper Prod- 
ucts, Inc., Palos Verdes Estates, 
Calif. 


A Mail bag N-15 
A key-operated, tumbler-style 
lock, riveted to a heavy leather 


patch, gives added protection to a 
14x 18-inch heavy canvas mail bag. 
Bag handles are plastic; trim is 
genuine leather with a one-piece 
molded rubber bottom. Can-Pro 
Corp., 19 E. McWilliams St., Fond 
du Lac, Wisc. 
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A Storage areas 


Storage areas can be easily erected 
with “Slotted Angle” construction 
pieces, in 12 and 14 gauge steel. It 
is available in baked enamel colors 
or galvanized finish. Frontier Mfg. 
Co., 11200 Harry Hines Blvd., Dal- 
las 20, Texas. 
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DATA PROCESSING BECOMES COMPANY-WIDE 


AMA conference 
will stress new role 


of data systems 


The American Management Associ- 
ation’s seventh amnual Data Proces- 
sing Conference and Exhibit will 
open Monday morning, March 6, 
in the Statler-Hilton Hotel, New 
York. 

The three-day gathering, tradi- 
tionally a meeting ground for 
exploring new ideas in data proces- 
sing, will be sponsored by the Ad- 
ministrative Services Division (for- 
merly the Office Management Divi- 
sion) for the first time. The event 
was previously handled by AMA’s 
Finance Division. This change re- 
flects the increasing importance 
given to the company-wide admin- 
istrative function, as stressed at 
AMA’s 1960 fall conference. 

Beginning with discussions of the 
economic realities of electronic data 
processing in practice and manage- 
ment information systems in focus 


during the first morning, the con- 
ference will go into concurrent 
sessions for the duration of the 
gathering. A special feature will be 
the exhibit of data processing 
equipment scheduled for Tuesday 
afternoon, March 7. At least 16 
firms involved in the data proces- 
sing field have announced plans to 
partictpate. 

Speakers include Stevens L. Shea, 
vice president of data processing at 
American Insurance Co.; Edmund 
D. Dwyer, chief of the Navy Man- 
agement Office; Robert Howe, di- 
rector of administration at IBM; 
A. E. Riddle, director of office ad- 
ministration at Colgate-Palmolive; 
Jack Haslett, manager of methods 
and procedures at Shell Oil; Robert 
Stewart, staff assistant to the con- 
troller, American Bosch Division; 
and Norman Brown, vice president 
of Steel Company of Canada. 


AMA Conference Schedule 


Monday, March 6 


9:30 Conference opening 
10:00 The Economic Realities of EDP in Practice 
11:00 Management Information Systems in Focus 
12:30 Luncheon 
2:00 Advances in Information Retrieval and Data Acquisition 
Information Systems for Managing the Overall Business 
3:00 Advances in Data Collection and Source Data Automation 


Information Systems for Management of Marketing 


Tuesday, March 7 


9:30 Advances in Data Transmission and Reception 
Manufacturing Management Information Systems 

11:00 Advances in Data Input Methods and Systems 
Product and Process Development, Design and Control by Com- 
puters 

2:00 Exhibit of Data Processing Equipment 


Wednesday, March 8 


9:30 On-Line and Real-Time Data Processing Methods 
Finance and Accounting Management Information Systems 
10:30 Advances in Data Output Methods and Systems 
Purchasing and Inventory Management Information Systems 
12:30 Luncheon: Data Processing and Management Information Sys- 
tems in Perspective 
2:30 Buzz Sessions—An Analysis, Review, and Projection of Data 


The company-wide data processing network 


Processing and Information Systems 
has passed from wishful thinking to reality. 
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he new a B 5000 Information Processing gem | i a i dectlied 


_ departure from conventional computer concepts. It is marked by dramati- | Se 


5 cally different machine logic and language. It thinks in the language am 


__- your problems. It is an integrated hardware-software a ope sets: 
NEW STANDARDS OF PROGRAMMING EFFICIENCY po 


_ The B 5000 is the first system specifically designed tieles « use of ei 
blem-oriented languages of ALGOL and COBOL. It swiftly translates — 
them into efficient machine-language programs, compiles at —— 20-50 © 


_ savings in programming cost_and time. 


: eae faster than any currently designed computers. Result: unp’ — ge 


NEW a Apne OF PROGRAM-INDEPENDENT MODULARITY 


_ Any B 5000 program will work with any B 5000 system configura 


ible to add memory modules, input/output units—even a functionally i 4q 
“ind ndependent second central processor. Result: system 


msion to 
; ae ave effective protection against obsolescence. 


7 NEW STANDARDS OF EFFECTIVE MULTIPLE PROCESSING | 
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_ The B 5000’s normal mode of operation is multi-processing. It can a a 


_ process several unrelated problems, both scientific and commercial, under the — 


— of its Master Control Program. Programs written independently . 


Lo be processed simultaneously. Result: minimum = component_time 
maximum self-regulating system efficiency. = 
EW STANDARDS OF AUTOMATIC OPERATION = sits 
The Burroughs B 5000 incorporates a complete set of eating, monitoring 
and service routines. Its Master Control Program automatically schedules 


_ work and assigns memory and input/output units. Result: system idle time ¢ 
and human intervention are reduced to a mimimum—im t time and 


- The new B 5000 features completely flexible communication among its com- 
ponents, permits simultaneous on-line/off-line operation. Any input/output — 
‘) channel communicates with any peripheral equipment and y 1 peas 
Result: greater flexibility and reliability in systems ee oy a 


- Along with its remarkably advanced logic and language, the B5 5000 hd, many 
_ other important features. Examples: High internal speed (three microsecond — 
_ add execution time, six microsecond memory cycle time), high speed input/output 


_ Tape speeds, and solid state construction. oot is large-scale performance is avail- — 


_ able to you in the medium-price rice range. Result: maximum roe a 


_ For details in peek on the B 5000 pra call our csuteal office now. Or write 5 
Fass Processing Division, a eo Dewcae. Michiongy - 2 


(Circle No. 17 on Reader Inquiry Card) 


(reads 800 cards per minute, prints 700 lines hit minute), 66 KC Magnetic - 
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HOW TO FIND THE POINT OF NO RETURN 
IN A COMPUTER FEASIBILITY STUDY 


By RAYMOND DREYFACK 
Director of Tabulating Systems 
Faberge Perfumes, New York 


HOW MUCH attention should be 
paid, how much study given, to 
“dramatic” announcements of new 
computers on the market by com- 
panies already advanced in the 
study and consideration of existing 
equipment? 

This problem is wrinkling the 
brows of more than one manager 
involved in the evaluation of elec- 
tronic data processing systems. Take 
the hypothetical example of the 
ABC Manufacturing Company. 
ABC is currently running its billing, 
receivables, payables, inventory con- 
trol, payroll, and other applications 
on conventional punched card 
equipment. Its volume of transac- 
tions and corresponding flow of 
paperwork is mushrooming so rap- 
idly that this conventional system 
is straining at the seams. In addi- 
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tion, inventory problems are becom- 
ing increasingly complex with more 
information needed faster, more ac- 
curately, and more economically. 

Consequently, ABC formed a 
committee to determine the ad- 
visability of using EDP. After a cer- 
tain amount of pondering the plan- 
ners decided that a computer in the 
medium-price range was just what 
the company needed. But which 
computer? 


Many manufacturers surveyed 


Phase two involved consultations 
with five or six computer manu- 
facturers. General discussions were 
held, applications explained, over- 
all requirements made clear. Rough 
proposals were submitted, and a 
preliminary survey was made to de- 
termine—from a standpoint of ma- 
chine capacity and cost—which com- 
puters were in the running. 

Eventually—already a few months 
had elapsed since the ball started 


rolling—the field was narrowed to 
three manufacturers. Further 
studies were undertaken at this 
point to determine the advisability 
of using either punched cards or 
paper tape as input to the system. 
ABC planners learned that the ad- 
vantages and disadvantages of each 
depend on the intended use and the 
applications involved. Factors of 
cost, speed, and simplicity must be 
carefully analyzed. What is the 
handling involved, the storage re- 
quirements? What effects would 
tape, rather than cards, have on 
programming effectiveness? 

Output is another vital considera- 
tion. Should the system print doc- 
uments and reports “on-line,” 1.e. 
in conjunction with the computer 
processing, or off—to produce as a 
by-product tape or cards to be fed 
into other equipment? By using 
off-line equipment the computer is 
never “print-bound,” or slowed to 
the speed of the printer. But how 
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“New, major breakthroughs’”’ pose new, major problems 


much peripheral equipment will be 
needed to process the by-product 
tapes or cards on an off-line basis? 
How would this affect the costs and 
operating efficiency in terms of 
equipment and personnel? 

These questions can be answered 
only by exhaustive time and study 
on the part of the planning group. 
At this point in the hypothetical 
example, the ABC planners selected 
three medium-sized computer sys- 
tems for more detailed investiga- 
tion. Many hours were then spent 
independently and in consultation 
with the sales and systems repre- 
sentatives of these manufacturers. 
Seminars were attended by both 
management and staff personnel in- 
volved. ABC people already had 
been exposed to intensive orienta- 
tion and programming courses of- 
fered by the computer companies. 

As the detail investigation became 
more concentrated, a definable pat- 
tern began to emerge. Proposed ap- 
plications were timed to computer 
processing speeds, and overall ob- 
jectives were projected in a clearer 
fashion. During the course of this 
study, all three systems were found 
to be capable of doing the job out- 
lined. One of them, however, would 
utilize almost 80 per cent of its 
available memory storage to house 
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master records; the other two sys- 
tems could store the data in less 
than 60 per cent of its space—and 
this does not mean that the com- 
puter with the largest advertised 
space can house the most records. 

Since a 20 per cent cushion of 
memory storage is deemed insufh- 
cient for future expansion plans, 
one computer could be eliminated 
from further consideration, and the 
field of choice narrowed to two. 

At this point, however, the rep- 
resentative of another computer 
manufacturer called to announce 
breathlessly that his company would 
soon unveil a “major breakthrough” 
in the “state of the art,” a “new 
concept” in data processing “hard- 
ware,” and all the other cliches 
developed by the computer indus- 
try. This news threw the ABC plan- 
ners in a quandary. Assuming the 
soon-to-be-announced wonder com- 
puter was just that, where should 
they go from here? 

On another long, expensive re- 
educating and re-orientating buggy 
ride? Undoubtedly, if all the claims 
and recommendations were to be 
conscientiously checked out. It 
would be off again to more sem- 
inars, more training, more book- 
cracking, more intensively involved 
programming courses to learn how 


breathtakingly simple it really is 
to program the machine. 

What happens then to the well- 
intentioned schedule of action in 
the meantime? What happens to the 
paperwork problems that are con- 
tinuing to mushroom? What hap- 
pens to the volume processing that 
is straining the capacities of the 
present system? How long can the 
“on the air’ date be delayed? 

This is the most significant ques- 
tion of all. How long can a com- 
pany wait? If it can wait indef- 
initely, maybe it does not really 
need a computer. But if the time 
element is urgent, as it generally 
is, can any company afford to let 
a really good possibility slip by 
without investigating it thoroughly? 

Unfortunately, there is no pat an- 
swer, no unequivocal blanket state- 
ment that once a certain point has 
been reached in the feasibility 
study, all shutters should be pulled 
down, all minds unconditionally 
closed to further consideration of 
new equipment. On the other hand, 
a schedule of action should be ad- 
hered to as vigorously as possible. 

This is a problem that occurs 
more often than one might imagine. 
More than one carefully timed 
apple cart has been up-ended in 

(To Page 58) 
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a___The recent opening of new and larger California headquarters, in Los Angeles, together with the New 
York and Illinois branches, is a further step indicating the rapid growth of our coast to coast facilities 
for nationwide distribution of the “addo-x” [—pronounced: add-oh-ex] products, in response to the universal 
demand for well designed office equipment.__a__“addo-x” office machines, manufactured since 1918 by 
AB Addo, Sweden, now one of the largest ten key electric adding machine manufacturers anywhere, with rep- 
resentation in over one hundred countries, began distribution of “addo-x” products in New York in 1938 
through the Addo Machine Company. The “addo-x” high quality standards in design, and in manufacturing, 
met with such favorable response as to require the formation of subsidiary sales and service companies, 
housed in their own modern buildings in New York, in Chicago and in Los Angeles. These are the three 
main points from which we keep more than a thousand authorized sales and service stations well supplied 
with equipment and original spare parts for “addo-x” adding machines, printing calculators, posting and 
special purpose machines.__«——To provide a complete line of office machines, the “addo-x” group also 
distributes the English made “Roneo” stencil duplicators and the West German made “Adler” Portable, the 


Standard and Electric typewriters. Both are products of quality in keeping with “addo-x” high standards. 


“addo-x inc”, 300 Park Avenue, New York 22, New York——phone: PLaza 5-5420 
“addo-x” sales corporation, 6549 W. North Avenue, Oak Park, [ Chicago] , !linois—phone Village 8-5382 
Western Addo Inc, 3339 Temple Street, Los Angeles 26, California— phone: DUnkirk 5-4161 

(Circle No, 3 on Reader Inquiry Card) 
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from our production program:——Up to 11 column electric adding machines with direct sub- 
traction and single-key repeat feature, single or grand total registers. Automatic multipliers 
with dual keyboard to short-cut multiplication and one or two accumulating registers. 

(Circle No. 3 on Reader Inquiry Card) 
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p= the name “addo-x"| pronounced add—oh—ex]| 


from our production program:——Shuttle carriage machines for 2 or 3 column listings, posting 
machines, bookkeeping machines, printing calculators. Solenoid [remote control] operated adding 
machines. Adding machines with electro-mechanical storage for electric digital read-out. 

(Circle No. 3 on Reader Inquiry Card) 
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x] | p= stands for precision-built adding machines 


s_——Honest quality, superb performance and truly useful and unique features have made “addo-x" products 
so popular.__s—__The fine reputation which our products have gained all over the country, is jealously 
guarded by our service representatives everywhere: they endeavor to keep every one of our machines at 
top performance for many years after the initial installation, insuring unparalleled customer satisfac- 
tion..__s——Specially trained mechanics check each machine before delivery. Training courses in New 
| York, in Chicago and in Los Angeles, for dealers’ mechanics assure proper servicing with original parts 
of which we generally maintain a ten year supply!__«_——“addo-x” not only has the office machine you 
need, but it has just the plan to meet your individual requirements. Choose installment buying, limited 
or extended rental- purchase, or cash. We'll provide free trial to prove “addo-x” superiority, guarantee 
immediate availability of parts and service, and, should you expect your requirements to change, we will 
guarantee future trade-in values.__sa——Call your nearest “addo-x” dealer today. He will be glad to arrange 
an “on your job” demonstration at your convenience, without obligation, and show you that whether it is 
an “addo-x”, an Adler or a Roneo, he has the machine that will increase your office efficiency and make 


your purchase of an “addo-x” office machine worthwhile. Descriptive literature furnished on request. 


“addo-x inc’, 300 Park Avenue, New York 22, New York——phone: PLaza 5-5420 
“addo-x”’ sales corporation, 6549 W. North Avenue, Oak Park, [Chicago] , IIlinois——phone Village 8-5382 
Western Addo Inc, 3339 Temple Street, Los Angeles 26, California——phone: DUnkirk 5-4161 

(Circle No. 3 on Reader Inquiry Card) 
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New quick-as-a-flash VERI-VISIBLE 
halves posting or checking time. 


FIND AND TAKE OUT INSTANTLY. 
Veri-Visible keeps many thousands 
of records on view at operator’s 
finger tips. She instantly finds and 
takes out any one of them for post 
haste posting by hand or machine. 


LEAVE IN AND CHECK INSTANTLY. 
Without even removing card, oper- 
ator can check indexing and balance 
on completely visible corner and 
side margins. Compact, Veri- 
Visible portable or floor units 
handle anything from coded punch 
tapes and cards to one-time state- 
ment and ledger sets. Send coupon. 


Left-to-right indexing 
keeps thousands of 
cards at operator's 
finger tips. 


Adjustable dividers let 
you fit system to records. 


“Card Out” signals 
speed refiling. 


Double-view margins 
keep customer's name 
and balance always 
on view. 


acme RESET 


| ACME VISIBLE RECORDS, INC. 
2103 West Aliview Drive, Crozet, Va. 


I'd like to know more about the way Veri-Visible systems can 
cut time and costs on my posting, checking and billing. 


NAME TITLE 


company 


AODORESS 


city ZONE___STATE 


(Circle No. 2 on Reader Inquiry Card) 
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Feasibility study 
(From page 53) 


this way. More than one company 
has gone so far as to cancel an ex- 
isting order or write off months of 
programming time already paid for 
in order to take a crack at a newer 
piece of equipment. 

During the past ten years, growth 
in the data processing field has 
oustripped growth in the prior ten 
centuries. Each year newer and 
better computers are announced. 
Even if they are not always ex- 
actly what they are expected to 
be, it stands to reason that in an 
industry where technology is ex- 
panding at such a fantastic rate 
more is being learned each day, 
more features are being added, and 
more problems overcome. 


Consider the advance in printing | 


output alone during the past year 
or two. High-speed output of 600 
lines and more a minute is no 
longer a promise, but a positive 
achievement. Input and output 
speeds of tape and cards grow faster 
each year. Internal processing 
speeds, now measured in billionths 
of a second, defy the imagination. 


The point to be stressed is that 
a feasibility study could go on al- 
most indefinitely with new advan- 
tages constantly being added. The 
question is: How much considera- 
tion from the points of urgency for 
action, and sheer cost of considera- 
tion itself, can a company afford? 
How many high priced systems and 
management persons can a company 
afford to tie up over long periods 
of time? 


Regardless of anticipated benefits, 
a line has to be drawn somewhere. 
Moreover, if a new consideration is 
indulged in, the costs of all the 
prior considerations cannot be writ- 
ten off. The question must be 
soberly asked, and even more soberly 
answered: Is the potential benefit 
to be gained by abandoning old 
concepts in favor of new so dra- 
matically large that it will com- 
pensate for the money already ex- 
pended, and the cost of further 
delay? 


Unless the answer is a resound- 
ing “Yes!” any company is probably 
better off sticking with practically 
developed concepts. 


pe== SEND THIS COUPON TODAY === 


Learn how you can cut costs while 
obtaining quality binders made to 


your specifications . with creative 
cover designs, expert workmanship 
and personalized service in 


Binders and 
Catalog Covers 


by BEAVERITE 


Packed with information, 

this folder shows you: 

e Types of binders and binding mech- 
anisms- capacities and sizes 

@Recommended uses for various 
binder constructions 

@Sample swatches and description 
of many cover materials 

@ Listing of colors available 

@ Decorating methods best suited 
for different cover materials 


BEAVERITE PRODUCTS, INC. 
100 DeWitt Street, Beaver Falls, N. Y. 


Please send FREE copy of Folder CF 
showing your complete line of MODERN 
BINDERS. 


Name 
Title 
Company 
Address 


City Zone _ State 
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ERRATUM 


Washington investment broker 
Hugh D. Auchincloss was incor- 
rectly identified twice in the article 
“Fit the office to its occupant,” in 
last month’s “Office Design” section. 
His first name was given as Joseph 
in one case, and John in another. 
Office Management and American 
Business apologizes for this error. 


OFFICE MANAGEMENT and AMERICAN BUSINESS 
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Tips for the Office 


Ten ways to save on electric bills 


1. Turn the lights out—Consumption can be reduced 
5 to 15 per cent by an educational program to turn 
off unnecessary lights. Most frequent violators, studies 
show, are persons in private offices. 

2. Use fluorescent lighting—It is cheaper. A 40-watt 
fluorescent tube has 10 times the surface area of a 40- 
watt incandescent lamp. 

3. Check those light bulbs—The rated life of an 
incandescent bulb is now rated at more than 1,000 
hours. The life of fluorescent tubes will vary, but 
most of them outlast incandescent bulbs. It is wise 
to have all bulbs and tubes tested periodically and 
set up a schedule of change. 

4. Use proper wattage and voltage—It is important 
that bulbs are of proper wattage for the system. An 
incandescent bulb burned at a higher-than-rated volt- 
age will give off increased light, but the natural life 
of the bulb is reduced. If the bulb is burned at less 
than rated voltage, amount of light given is reduced 
out of proportion to savings. 

5. Discourage auxiliary lighting—If the proper illu- 
mination is provided, as tested by light meters, aux- 
iliary lighting is wasteful. It is possible to waste 10 
to 15 per cent of the current in an effort to produce 
sufficient illumination by auxiliary lighting. 

6. Keep fixtures and bulbs clean—Dirt and grime 
can cut down on the illumination by as much as 25 
per cent. This is particularly true of indirect fixtures. 

7. Use proper ceiling color for indirect lighting—Even 
though you may be getting the foot-candles of illu- 
mination you are paying for, the wrong ceiling color 
can absorb light so that the proper number of foot- 
candles are not available at the level of usage. Lighter 
shades of flat paint will give the proper reflection 
of light. 

8. Light-colored walls and proper reflection—Dull 
wall surfaces aid in reflecting light without causing 
glare. Pastel shades are best. 

9. Disconnect electrical equipment at night—There 
have been many instances of electric typewriters, 
dictating machines, and other electrical equipment 
being left on all night by busy office workers. Assign 
someone the task of checking electrical equipment 
after normal working hours to see that it is turned off. 

10. Use translucent glass in office partitions—A great 
disadvantage of solid wall partitions is that whatever 
natural light may be available from other offices is 
screened out and the full burden placed on artificial 
illumination. If translucent glass is used, privacy may 
be preserved, but natural light can filter through into 
areas beyond the partitions.—Edward Ryan, business 
editor, The Dartnell Corp., Chicago. 


Four steps to better files 


You can have a more useful drawer file by taking 
these four steps: 
1. Take an inventory of your present file. 
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“fileage” 


FILEAGE in the office is like mileage on 
the road. The rugged, lifetime construc- 
tion of Bentson files is your assurance of 
years of trouble free service. Their smooth 
operating features make them a dream 
to use—even to sit on, at times! 


In addition, Bentson cabinets are of- 
fered in a wide range of decorator colors 
and in literally hundreds of drawer com- 
binations. Your choice, too, of follower 
blocks, sway blocks, or hanging folder 
frames. Any way you look at it—as a buyer 
or a user—Bentson files are a quality in- 
vestment. 


Lock Files, 
ae To get more fileage-per-gal in your office, 
see your nearby Bentson dealer, or write 
for new catalogue. 
CR” RI 
cE [SONS BENTSON MFG. CO. 
Se 650 Highland Avenue, Aurora, Ill. 
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“Maggie” Magnetic Boards Keep 
You on Top of Every Operation 


“Maggie” Magnetic Visual Controls 
offer the easiest and quickest way to 
chart sales, traffic, personnel or any 
other phase of your business. Colorful, 
magnetic indicators tell you at a glance 
if everything is in the right place at 
the right time. No cards, pegs or other 
nuisance devices to replace because 
“Maggie” Boards with magnetic indi- 
cators last indefinitely. Pays for itself 
many times over because the first cost 
is the last cost. 
Priced from $49.50 complete. 

Write for FREE catalogue on the most modern 
and flexible control system available today 


maggie magnetic visual aids corp, 


11 West 42nd Street e New York 36, N. Y. 


(Circle No. 36 on Reader Inquiry Card) 
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Quickly shreds newspapers, magazines, 
waste paper, tissue, cellophane, corru- 
gated cartons, wax paper, etc., into uni- 
form resilient strands ideal for packing 
purposes. Especially adapted to shredding 
confidential records, blueprints, etc., per- 
mitting the return of this high-grade paper 
to the paper mills, for re-use. 


Compact, economical, safe. All revolving parts 

are covered. Instantly adjustable. Shreds %& 

to %,”. Designed for continuous and trouble-- 
free service. 


De eS EY RTE 
2 ove ‘<% 


FREE TRIAL 
Operate a SHRED ALL 30 days. If 
not satisfied—return—owe nothing. 


UNIVERSAL SHREDDER COMPANY 
Dept.M SAGINAW, MICHIGAN 
(Circle No. 67 on Reader Inquiry Card) 
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Tips for the Office 


2. Clear the files of unnecessary 
material. 

3. Consolidate the remaining ma- 
terial. 

4. Organize the 
keep. 

Work only in this sequence. If 
you follow any other, you will be 
doing your work backwards and 
you will be working harder than 
you have to—Leslie Matthies, Ross- 
Martin Co., Tulsa, Okla. 


material vou 


Writing overseas letters 


1. Make the letter friendly, but 
not gushy or too chummy. 

2. Follow the common conven- 
tions; avoid tricky innovations or 
unusual openings and fancy flour- 
ishes. 

3. Write in simple, easily under- 
stood English; avoid too many col- 
loquialisms. 

4. Check to see that the terms you 
use will not confuse recipients who 
may be familiar with British rather 
than American usage. 

5. The letter may be translated. 
Be sure the English meanings are 
clear and lose nothing in transla- 
tion.—Edward Ryan, business edi- 
tor, The Dartnell Corp., Chicago. 


More from temporary help 


1. Give accurate description of 
job requirements to the agency. 

2. Brief an assistant or the recep- 
tionist on what to do if you should 
not be available when the worker 
arrives. 

3. Keep waiting time at a mini- 
mum by having the work area ready 
to get the employee started at once. 

4. Have good equipment ready 
for the worker. 

5. Be sure she has all keys to the 
desk and file cabinets that she needs. 

6. Be sure the girl understands 
the instructions concerning the 
work she has to do. Check her per- 
formance at frequent intervals—es- 
pecially in early stages. 

7. If vou will not be available to 
answer questions that may arise, ap- 
point someone who will be. See that 
the new worker is introduced to this 
person. 

8. Prepare a sample kit of letter- 
head paper and other company ma- 
terials that she will need. Include a 


list of staff members’ names and 
titles—spelled correctly. 

9. Explain company policy about 
rest periods, smoking, personal calls, 
and lunch periods. 

10. Don’t expect the worker to 
shift for herself. Treat her as a regu- 
lar employee, and see that others 
bring her into the group—Harold 
W. Dickhut, general manager, Sti- 
vers Office Services, Chicago. 


Mr. Ira Wachtel. Office Mer. 
Ivel Construction Co., Brooklyn, N. Y. 


“The Dixon people call it'MARVELEAD, 
All I know is: DIXON TICONDEROGA 


pencils sure write smoother.” 


The Joseph Dixon 
Crucible Company 


JERSEY CITY 3, NEW JERSEY 
TICONDEROGA, N. Y.-MEXICO CITY, D. F. 


SANDUSKY, OHIO-NEW MARKET, CANADA 


(Circle No. 22 on Reader Inquiry Card) 


Avoid TAX Jitters! 


Keep Expense Records 
the “Common Sense” Way 


BEACH'S 
Lead in 
U.S. Sales 


Weekly & 
Monthly 
Books, 
Weekly 
Sheets 


BEACH 
Books are Complete 
— Sturdy — Easy to 
Use for detailed on- 
the-spot entries that 
verify allowances... 
Preferred by VIP's, 
salesmen, and good 
tax accountants. 


At Stationers, or Write 


BEACH PUBLISHING CO. 


19829 W. McNichols Road, Detroit 19, Mich. 


(Circle No. 11 on Reader Inquiry Card) 
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Automation will create new world: Diebold 


Management consultant John 
Diebold carried his one-man cru- 
sade to sound the alarm of the 


impending benefits and dangers of 
automation to the Society for the 
History of Technology. He spoke 
belore the society’s recent meeting, 
held in New York in conjunction 


apie 


Avoid confusion of scraps of paper . . . lost 
opportunities . . . forgotten duties and ap- 
pointments. Use the MEMOGENDA. Permits 
constant survey of work ahead .. . results in 
working without strain. Checks out completed 
tasks and builds valuable history of activity. 
Users say they gain more time for living by 
making the best use of their working hours. 
MEMOGENDA is a 96-page book, wire bound 
in a flexible leather-like covering. The right 
hand pages (812 x 11) have numbered lines, 
one for each item. Opposite pages are for 
additional memos . . . includes instructions 
for use, an annual reminder, 3-year calendar, 
and active telephone list. 


Price $30 a dozen F.O.B. factory, or send $3 
for sample, postpaid. Full refund if it isn’t 
the best investment you ever made. 


KANO LABORATORIES 


1024 Thompson Lane, Nashville 11, Tenn. 
(Circle No. 34 on Reader Inquiry Card) 


FIRST ADVANCE 
IN RULERS 


Rule parallel horizontal, 


vertical and diago- 


nal lines . . . make circles, arcs, crosshatch- 
ing—faster, easier, comfortable, accurate with 
ROL-RULER 


New idea in rulers—trolls smoothly on sheet. You 
never have to lift this ruler from paper when drawing 
parallel horizontal or vertical lines. Spiral index in 
window automatically registers horizontal dimension. 
A multi-purpose ruler with hundreds of uses in every 
field. Make squares, quadrants, etc. A useful tool 
for the sciences graphic arts field, draftsmen, 
industrial. Students, schools and col- 

lege staffs find this ruler a convenient 


aid. 2 for $7.75 
Order al mail. Satisfaction  __e 


offices, 
9s 


Write tena our FREE Catalog of ‘ine Tools 
Drumcliff Co., Dept. 672, Towson 4, Md. 


(Circle No. 23 on Reader Inquiry Card) 
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gathering of the 
the Ad- 


with the annual 
American Association fot 
vancement of Science. 

The automation revolution, “a 
revolution in which human beings 
will be largely freed from the bond- 
age of machines,” will bring about 
many of the following changes 
“within our own lifetime,” accord- 
ing to Mr. Diebold: 

1) A world in which fewer peo- 
ple work in factories. 

2) A world in which less human 
effort will be required for monoto- 
nous and tedious work. 

3) A world in which the work 
week is greatly shortened. 

4) A world in which the pace 
of life slows down—in which leisure 


becomes the center of life, rather 
than the fringe. 
‘To make these promises come 


true, he warned, industrial leaders 
must now change their concept of 
the business enterprise from de- 
partmentalization to integration. 


Legacy of departmentalization 


“Today's business organization 
structure is a legacy of the first in- 
dustrial revolution in which special- 
ization of labor 
mechanization 


was followed by 
around — specialties. 
We are now possession of tech- 
nology which build 
information systems which transcend 
the compartmentalized structure of 
business organization,” Mr. Diebold 
reported. 


allows us to 


“As production — is 
controlled by a 


increasingly 
business-wide_ in- 
formation system, through computer 
scheduling and actual Lactory con- 
trol, the traditional office-plant dis- 
tinction requires overhaul. ‘The role 
olf middle management will change 
as the function of allocation of re- 
sources is performed by computers. 
Some predict the disappearance ol 
middle management as a line func- 
tion, and the growth of a new 
stafling function: the analysis and 
continuing reappraisal of the com- 
puter models and of the assumptions 
on which they are based in order 
to keep the system sensitive and it- 
self receptive to change,” Mr. Die- 
bold said. 


BOSTON 


PENCIL SHARPENERS 


easy mounting 
on any surface 


Now Boston’s all-metal pencil sharp- 
eners can be mounted anywhere. 
There is a Boston for every purpose 


and the mounting kit fits 
every model. All sharpeners GZ 
are guaranteed for 1 year. 


C. HOWARD HUNT PEN CO., CAMDEN 1, NJ. 
(Circle No. 32 on Reader Inquiry Card) 


Ask about 


BARKLEY 
Open Shelf File Supplies 


Open shelf filing is a “must” where 
space is at a premium for there 

are no space consuming drawers 

to be opened. Barkley open shelf file 
supplies make hundreds of files visible at 
one time; permit filing higher than 

eye level; permit using all the valuable 
floor space, and cost less to operate 

too. Ask us for complete information. 


C. L. BARKLEY & co. 


Founded 1921 © All Phones MOnroe 
1220 W. VAN BUREN:ST. * coucaail 7 


(Circle No. 10 on Keacer inquiry cara) 
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Telephone and electrical outlets should be included in construction plans to give a 
maximum amount of flexibility and an accurate flow of work. A general office area 
in the headquarters of Atlas Van-Lines (above) is shown before and after occupancy. 


OFFICE MANAGEMENT 
and AMERICAN BUSI- 
NESS sponsors the 
“Office of the Year” 
awards, given each 
year for the past ten 
years to the nation’s 
six leading new offices. 


By JACK FREIDIN 
Freidin-Studley Assocs., New York 


TWENTY YEARS AGO the only 
requirements for an office floor were 
that it be relatively level, not un- 
attractive, and that it be strong 
enough to carry the weight of desks 
and filing equipment. Today, floors 
must meet the more stringent re- 
quirements of automated, and in- 
creasingly complex, office installa- 
tions. When evaluating, planning, 
and designing space for an office, 
a company must consider the floor 
from a variety of critical positions. 
The average businessman contem- 
plating a move to new offices or- 
dinarily gives no more consideration 
to floor construction than did his 
predecessor, and he is frequently 
faced with costly floor alterations 
after the lease has been signed. 

Offices that now have data process- 
ing equipment, or those that are 
thinking of automating a portion 
of their procedure, must pay par- 
ticular attention to the construction 
of a floor when inspecting office 
space. Electric typewriters, calcu- 
lating machines, and telephones 
make it unwise for the modern of- 
fice to ignore basic characteristics 
of the floor even though automa- 
tion may not be a future considera- 
tion. For those offices that utilize 
large undivided work areas, the pro- 
vision of sufficient electrical and 
telephone outlets is especially im- 
portant. 

There are a number of ways to 
incorporate outlets in the floor. 
Some of them are more desirable 
than others. Several new office build- 
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Data processing equipment at Government Employees Insurance Co., is ventilated through a raised floor by special equipment 
that conditions 31,000 cubic feet of air per minute. The raised floor reduces vibrations and gives access to a network of power cables. 


ings, the Time-Life building in par- 
ticular, are equipped with under- 
floor ducts containing telephone and 
electrical conduits that permit the 
flexible installation of floor outlets. 

In other new buildings and in 
older ones where hung ceilings are 
used, conduits may be placed be- 
tween the floor and the hung ceiling 
of the office below. This may be 
done through the ceiling of the 
office below. Holes may be drilled 
in the floor where outlets are de- 
sired if the lower office is not in 
use or if the tenant does not object. 
Frequently, however, it is necessary 
to chisel a channel in the floor, 
which can be costly and time 
consuming. 

Of course it is possible, with 
proper planning, to run conduits 
in the wall and run wires, covered 
by moulding, across the floor to pro- 
vide the necessary outlets. Although 
this method is least expensive to 
install once the floor is in place, it 
permits little flexibility of furniture 
layout once the moulding is down, 
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and it may create a salety hazard 
in that someone may trip over the 
raised moulding where it is not 
covered by furniture. 

Most floors in relatively new 
buildings carry a load capacity of 
50 to 100 pounds per square foot— 
more than sufficient for the average 
ofice. When a firm requires heavy 
equipment, such as electronic data 
processing machines, it may be 
necessary to either reinforce the ex- 
isting floor or to distribute the load 
over a wider area. 

The units composing data proc- 
essing systems olten create a con- 
centrated load on the floor as great 
as 1,000 pounds. Even when_ the 
weight of the machine can be dis- 
tributed by placing it on planks 
or a platform, load capacities re- 
quired are as high as 150 pounds 
per square foot or more. In time, as 
data processing systems become more 
common, new buildings may be de- 
signed for high load capacity. But 
this is too expensive to be prac- 
tical in most buildings under con- 


struction today. The problem of 
load distribution is usually solved 
by installing raised or “floating” 
floors over the building floor slab. 
Raised floors can increase effective 
live load capacity while adding only 
a few pounds in overall dead weight. 
Besides distributing weight over 
a wider area, installation of a raised 
floor has other major advantages. 
Interconnecting power cables and 
receptacles may be concealed and 
yet remain easily accessible; the 
space between the floors may house 
air conditioning ducts or plenums; 
flexibility of layout is assured. 
Extreme flexibility and accessi- 
bility are prime requisites of supply 
circuits to computers. While not all 
machines in a computer room re- 
quire a power supply circuit, those 
that do not are directly connected 
to machines that take power. Be- 
cause the locations of machines and 
different power loads are frequently 
changed, connections must be easily 
reached. Cord connections to wall 
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Raised floors reduce the cost of computer maintenance 


outlets and even plug-in busway 
systems—very expensive under these 
circumstances — would not provide 
adequate flexibility and would be 
unsightly. Thus, locating cables be- 
tween the two floors, with the 
panels of the secondary floor easily 
removable, is both attractive and 
flexible. 

Electronic data processing equip- 
ment requires close control of air 


temperature, humidity, and dust. 
For this reason, EDP rooms must 
be air conditioned 24 hours every 
day. Besides the risk of a failure of 
the building’s air conditioning §sys- 
tem rendering the machines inop- 
erative, the extra cost for overtime 
air conditioning, frequently as high 
as $15 to $25 an hour, increases 
the practicality of a separate air 
conditioning system for the com- 
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this beautiful office furniture! 


MATCHING +7795 DESK AND +258 CHAIR 


This handsome welded tubular steel frame 
desk is available with Vircolite wood 
grain finish tops in two sizes: 18” x 33” 
and 20” x 40”. Choice of Oriental Wal- 
nut top with bronze-brown frame or 
Platinum Walnut top with suntan frame. 


eeeee08060608060 7] 


rama 


Smart buys for the budget wise... 


IN VIRCO FURNITURE THAT’S 
BUILT FOR LASTING COMFORT 


Puzzled by price—in a quandary over quality? Virco chairs and desks for office or 
home are budget priced and built to last. Check the quality construction features of 


ALL-METAL +127 FOLDING CHAIR 


This chair has countless office uses, features tubular 
steel construction with three fusion-welded braces. 
Steel reinforcement in front legs at seat pivot point 
and under forward edge of seat. Metal-capped legs 
with durable rubber crutch tips. 


/ New catalog showing Virco's line 


of office furniture. 


, VIRCO MFG. CORPORATION 


Dept. R-3, P.O. Box 44846, Station H 
Los Angeles, California 


Plants also in Arkansas and Pennsylvania 


(Circle No. 69 on Reader Inquiry Card) 


nd Plus feature: excellent for use with busi- 
se ness machines. Companion chair is up- 
: holstered in quality vinyl plastic with 
urethane foam cushion. 
Write today to: 
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puter rooms. Use of the entire 
raised floor as a pressurized plenum, 
with air entering the computer 
rooms through baseboard diffusers 


and leaving through ceiling registers | 


into the hung ceiling, eliminates 
the expense of supply and return 
ductwork. 

By keeping cables readily access- 
ible for emergency repair and by 
helping to maintain optimum cli- 
matic conditions, the raised floor 
helps to keep machines operating 
full time. Because computer rental 
is very high, lengthy breakdowns 
are extremely expensive, and the 
company must be sure that any 
breakdown can be corrected as 
quickly as possible. This saving 
alone will pay for the floor installa- 
tion within a short time. 


Cost of raised floors 


Average cost for a raised floor 
installation is about $5 a square foot. 
Raised floors that are not installed 
on stringers, metal beams, or grill- 
work permanently attached to the 
primary floor, may be moved along 
with the rest of the equipment 
should the company change loca- 
tion and, in some cases, may be 
rented from the manufacturer. 

Companies evaluating space to be 
used for a data processing center 
should consider both the overall 
floor-to-ceiling height and the load 
capacity of the existing floor. Since 
a secondary floor adds little dead 
weight to the floor slabs, most new 
buildings can more than accommo- 
date this extra weight. Floors in 
some older buildings, however, may 
have to be reinforced before the 
raised floor is installed. The ques- 
tion of floor-to-ceiling height is ex- 
actly reversed. Most older buildings 
were constructed with high ceilings, 
while in new buildings the ceiling 
height is usually eight to nine feet. 
Reduction of this height by the 
seven to twelve or more inches re- 
quired for a raised floor, especially 
over a large area, can create an 
undesirable working area. Ceiling 
heights must be great enough to 
allow machine installations, elim- 
inate claustrophobic feelings of per- 
sonnel operating the machines, and 
permit maximum noise absorption. 
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FLOOR COVERING: PLAN FOR MAINTENANCE 


By JOHN M. SINE 


FROM a sawdust heritage, floor 
covering has become one of the 
most fussed-over components of 
the modern office. It has had the 
singular distinction of occupying the 
Senate floor as a subject of heated 
debate; its modern roles are varied: 
hard, consuming, velvet, yielding, 
tough. 

The floor often becomes a system 
in which decorative qualities, dura- 
bility, ease of maintenance, and de- 
gree of sound absorption, are pro- 
portioned and balanced with walls 
and ceiling to produce a functional 
unit. 

“The floor can be used to visu- 
ally expand and contract an area,” 
according to Gerald Luss, vice pres- 
ident, Designs for Business, Inc., 
“or it can become a space divider 


through the use of color and ma- 
terials. The floor can be used to es- 
tablish prestige or echelon, and it 
can also express the particular na- 
ture of a given work space. In the 
reception room we often make the 
floor perform double-duty by cre- 
ating one effect around the recep- 
tion desk and another effect in the 
visitor's waiting area. 

“In these examples and in other 
instances, the key requisite is to 
determine the requirements of an 
individual space. One must know 
beforehand whether a_ particular 
area will be equipped with flexible 
walls and how the flooring will be 
affected if layout changes are made.” 

Maintenance routines for resilient 
flooring depends upon the physical 
shape of the office, traffic, and, of 
course, the requirements of individ- 
ual flooring products. 


A general description of each re- 
silient floor product and precau- 
tions to be taken in maintenance, 
follows below. A pattern of mainte- 
nance, however, will produce good 
results from most tile products. 

Water-emulsion waxes are safe for 
all types of resilient floors while 
solvent waxes can damage asphalt 
and rubber tile; in some cases they 
will injure plastic floor covering. 
Scull marks can be removed with 
a fine grade of steel wool dipped in 
a neutral cleaner (floor manufac- 
turers consider a cleaner neutral if 
the pH, or acidity, does not exceed 
10. Distilled water with a pH of 
7.0 represents exact neutrality.) For 
special spot cleaning problems the 
manufacturer can prescribe treat- 
ment. 

Asphalt tile is considered the most 
inexpensive tile for use in office 


Lounge at Berkshire Life Insurance Co. is visually divided by floor covering (Designs for Business Inc.). 
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installations and is one of the most 
popular floor coverings in the re- 
silient tile family. It generally car- 
ries a static load limit of 25 to 
30 pounds per square inch (PSI) 
before indentation occurs and must, 
therefore, be protected from _ per- 
manent indentation through the use 
of proper furniture cups, casters, or 
guides. Waxes or cleaners contain- 
ing gasoline, naptha, turpentine, or 
mineral solvents, should not be used 
in maintaining asphalt tile because 
they make the colors bleed. A mild 
soap or cleaner recommended by 
the manulacturer (generally of the 
water-emulsion type), and a water- 


emulsion wax are satisfactory clean- 
ing agents. Grease and oil spillage 
should be wiped up immediately 
to prevent permanent staining. Solid 
color tiles can vary slightly in shade 
—a possibility that should be con- 
sidered where one color will dom- 
inate the overall floor pattern. As- 
phalt is the least resilient and 
acoustically efficient of the resilient 
floor coverings. Its durability and 
resistance to alkali is better than 
other softer materials. Asphalt tiles 
in three-sixteenths and one-eighth- 
inch gauges are designed for heavy 
trathe conditions. 

Linoleum is available in roll form 
as well as in tiles. Alkali in any 
form is harmful to linoleum. Heavy 
applications of water or cleaner are 
not recommended; all excess fluid 
should be mopped up immediately. 


Cork tile adds texture to executive assistant’s office, Olin Mathieson Chemical Corp. 


Carpet in the private office of Raymond Loewy is a dominant source of decoration. 


A neutral cleaner or a neutral syn- 
thetic detergent should be used. Do 
not use abrasive products except 
on isolated stains. Linoleum should 
not be confused with cheaper ma- 


that are sometimes called 
“linoleum,” such as printed enamel, 
but which have few of the qualify- 
ing characteristics needed for office 
installation. A .090 gauge linoleum 
can be used in areas of light traffic, 
but .125-inch gauge should be used 
in floors subjected to heavy traffic. 
Vinyl asbestos tile has the ad- 
vantage of being a medium-priced 
floor covering with some of the in- 
herent advantages derived from its 
plastic mixture. It is considered less 
resilient than other vinyl tiles and 
can be indented at a load 
limit of 25 to 30 pounds per square 
inch (PSI). Brighter colors are 
available than those generally found 
in asphalt tiles and resistance to oils, 
collee, ink, and solvents is good. 
Under no circumstances should 
alkalis be used in the cleaning proc- 
ess, nor should solvent cleaners and 
waxes be used. For areas of heavy 
trathe a three-sixteenths or one- 
eighth-inch gauge should be used. 
Rubber tile is one of 
resilient 


terials 


static 


the most 
and acoustically efficient 
hard floor coverings available. It 
will carry a static load limit of 200 
pounds per square inch before being 
permanently indented and is highly 
durable. Although less susceptible 
to indentation, it is still advisable 
to follow the recommended use 
of casters and furniture guides. 
Cleaning compounds containing gas- 
oline, kerosene, and naptha, should 
not be used on rubber floors, nor 
should compounds containing oil 
be used in cleaning. Neutral clean- 
ing agents, such as a good quality 
synthetic detergent, should be used. 
Solvents such as those found in 
paste wax cause rubber tile to soften 
and bleed. The proper tile gauge 
for areas of severe traffic should be 
three-sixteenths or one-eighth-inch. 

Cork tile, a versatile, decorative 
floor covering, is not as resistant to 
wear as extremely hard surlace 
products. It is used by designers 
for wall and floor covering and is 
acoustically efficient in either place. 
Cork tile should not be cleaned 
with naptha, benzine solvents, al- 
kali cleaners or oil preparations. 
Tile may have a factory finish re- 
quiring only further maintenance 
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Shown here: our #1204 executive 
posture chair. Fully adjustable 
for custom-fit comfort. Wide 
trim-line base for stabilit» 
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JUGGLE OFFICE SPACE WITH ROYAL 


Only Royal gives you such quality, such flexibility, such comfort! 


The unique Royal concept of modular office furnishings gives you 
unusual flexibility in arranging your office space. Comfortable chairs by 
Royal, versatile Arnot Partitionettes* and Modular Desk Components 
—all combine to provide the most efficient use of your present office 
space. Easily installed—just as easy to rearrange. Write for brochure 
that pictures all the styles, all the sizes and colors. Just send a 
card or letter to ROYAL METAL MANUFACTURING COMPANY, Dept. 
6-C, One Park Avenue, New York 16, N. Y. In Canada—Galt, Ontario. 
SHOWROOMS: New York, Chicago. Los Angeles, San Francisco, Seattle, Galt, Ontario 
LICENSEES: France, England, Australia, Venezuela * FACTORIES: Plainfield, Conn, Michigan 
City. Ind , Los Angeles, Cal., Warren. Pa.. Jamestown, NY. Galt and Smiths Falis, Ontario 


(Cirele No. 8 on Reader Inquiry Card) 


® 
OFFICE FURNITURE 


*T.M. REG. U.S. PAT. OFF 
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with a water-emulsion wax or it may 
first need treatment with a sealer 
or solvent wax recommended by the 
manufacturer. Stains can usually be 
removed by using No. 0 steel wool 
dipped in a chemically neutral 
cleaner or solvent wax. Tile surface 
should always be re-sealed with wax 
after a stain is removed. Cork will 


Coat and Hat Racks 


1” Tubular Steel 
Mirror Bright Chrome 


SA 
36” Double Shelf Rack $16.45 


Single, Double and 
Triple Shelves. Attach 
on standard 16” stud 
centers. Available in 
24-36-48-60-72 inch 
lengths. 


Floor Stands 


FS-236 Double Shelf 
as shown $43.95 
1/2” square posts. 
Floor Stands for 36” 
-60” and 72” 
Costumers, with or 
without casters. 


Sturdi Wire or 
Tubular Steel in 
open and closed hook. 


Ventilated Cosnhert 


BEVCO chairs “breathe” 
No Office “Hot Seat” 
with 
BEVCO Chairs 


Increase Efficiency 
Have More Comfort 
Longer Wear 
Less Maintenance 
Higher Quality 
Lower Cost 
Variety of Color 


Stretch 


Stai 
Fade S 


Proof “~ 
Tip 7 g » 


Z 


Quality tubular steel. Seng tilt mechanism, 
nylon thrust bearings. 2’ hooded, double row 
oilless ball bearing casters, with removable 
pin. 


BEVCO Precision Mfg. Co. 


831 Chicago Avenue, Evanston, Ill. 


support a static load of 75 pounds 
per square inch before indentation. 

Vinyl tile is considered the long- 
est wearing and most stain-resistant 
of resilient floor coverings. It can 
vary greatly in quality and char- 
acteristics depending upon the pro- 
portion of coloring materials and 
filler to vinyl resins. Solid, or homo- 
geneous, vinyl tile (having the same 
color and composition throughout) 
is made of polymerized vinyl chlor- 
ide resins combined with coloring 
material, mineral fillers, plasticizers, 
and is finished under heat and pres- 
sure. Ordinarily the translucency of 
the tile increases with the higher 
percentage of vinyl resin used in 
manufacture. Vinyl can be mixed 
with rubber to obtain advantages 
inherent in both materials, or it 
can be rotogravure printed (vinyl 
coated gravure). Resiliency, acous- 
tical efficiency, durability, and re- 
sistance to oils, grease, and solvents 
are excellent. It is easily maintained 
with solvent or water-base waxes 
and cleaners. Strong alkali solutions 
can seep between the tiles and dam- 
age the adhesive. The PSI of solid 
vinyl tile is 200. Solid vinyl tile of 


one-eighth-inch gauge is designed 
for areas receiving heavy traffic. 


Side-step cleaning costs 


Office maintenance costs are high 
and will continue to increase un- 
less steps are taken to reduce the 
amount of maintenance needed or 
the amount of time required to do 
the job. There are ways in which 
the cost of cleaning can be lowered 
in existing buildings, but according 
to Mohe H. Solworth and William 
B. Moore of Industrial Sanitation 
Counselors, buildings now in the 
planning stage can be _ better 
equipped to save future cleaning 
expenditures. According to the 
maintenance experts, a building 
should be “sanitation-designed;”’ it 
must be conceived with the object 
of “reducing the workload through 
reduction of soil load.” The soil 
load is reduced when corners are 
rounded, sills sloped, doors hung 
flush, and fixtures recessed. Since 
the floor requires most of the clean- 
ing time, it should be clear of hori- 
zontal objects. As many fixtures as 
possible should be hung vertically— 
from the wall or ceiling—to reduce 
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‘‘We would have spent three times 
more for other executive desks if we 
hadn’t first compared them with 
Shaw-Walker’s ‘Carlyle’. We found 
Carlyle to be the only desk that 
really provides practical help for a 
working executive.” That’s how 
just one company used the 248- 
page Shaw-Walker Office Guide. 
It pictures, describes and prices 
5000 items—Correct Seating chairs; 


from this “idea book” 


President Ellsworth found 
s to save 200% 


2 igs as Oe ths acsatl 

President Ellsworth, Surety Life, Salt Lake City 
Filing cabinets in 347 styles and 
models; Fireproof files; Filing sys- 
tems; Automation accessories and 
Desks in 139 styles and models. 
FREE to office and purchasing executives: 


Request on business letterhead or phone 
your Shaw-Walker representative. 


SHAW-WALKER 


MUSKEGON 47, MICHIGAN 
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mainienance time. This approach 
obviously requires the active partici- 
pation of the architect. But it can 
produce results for offices already 
in existence. Are unused pieces of 
furniture stuck in corners around 
your office? Do you have ineffectual 
partitions that do not afford privacy 
and yet obstruct floor maintenance? 
If so, you are paying needless “ob- 
struction” fees. 

The Industrial Sanitation Coun- 
selors, in conjunction with the 
American Carpet Institute, Inc., 
has conducted studies to compare 


Saves Time, 


Saves Steps, 


Saves Money 


TALK-A-PHONE 


INTERCOMMUNICATI 
"he Accened Symbol of Quality and Dependabify 


Only the New TALK-A-PHONE 
has these exclusive features! 
@ DYNASONIC SELECTOR. Select station per- 


formance, intermix or change as needed. 


@ MULTI-MAGIC STATION SELECTOR. Up to 
50-station capacity in same attractive 
cabinet. 


“PRIVATE” or “"NON-PRIVATE”’ MASTERS 
and STAFFS. Converse in privacy, answer 
calls from a distance. 


@ NOISE-FREE, VOICE-RANGE POWER. 
Rugged, All-Transistor, high-gain ampli- 
fier provides exce ptional clarity and nat- 
uralness of tone. 


PLUS... Incoming Call Chime; Busy Signal; 
Monitoring Signal: External Relay 
Control; Reciprocal Power Supply . . 
all as standard features of the New 
TALK-A-PHONE 


Proportioned like a book, only 3-inches high. 
The look and feel of fine-grained leather, 
with the strength and rigidity of steel. In 
charcoal gray and brushed chrome. 


A.1.A. File Number 31-i-51 


Write for 
free brochure 
and name of 
nearest 
distributor 


Dept. OMAB-2 
5013 N. Kedzie Ave., 
Chicago 25, Illinois 
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TALK-A-PHONE CO. 


the cost of maintaining carpets 
against the cost of maintaining re- 
silient floors. Similar wings of an 
upstate New York high school, one 
carpeted, the other having resilient 
floor covering, were used as test 
areas. The results were not con- 
clusive due to lack of laboratory 
test conditions, but they do suggest 
that carpet should be seriously con- 
sidered as a floor covering in areas 
of constant use because of its ease 
and relatively low cost of main- 
tenance. “Results of the one-year 
study indicated that the carpeted 
areas tested could be cleaned in 
52.7 per cent of the time and at 
50.4 per cent of the cost of clean- 
ing the resilient areas,” the ISC 
test group reported. The wear of 
carpeting could not be evaluated 
during the short test period al- 
though it was rated at a quality 
level of 92 (100 is new condition). 
Resilient flooring was given a rating 
of 65 at the end of the year. The 
hard surface floor was given daily 
dust mopping, monthly buffing, and 
was stripped twice a year. The car- 
peted area was spot vacuumed 
daily and thoroughly vacuumed 
weekly; it was estimated that com- 
plete cleaning and shampooing 
would be needed every two years. 


Qualities defy comparison 


Complete comparisons of the two 
products can hardly be made_be- 
cause of the difference between the 
inherent characteristics of each 
product. The total benefits derived 
from a floor covering will depend 
upon the demands of the area to 
be covered, subtracted by price, 
divided in opinion and_ personal 
preference, and multiplied by the 
satistaction of having your choice 
installed. 

Testimony for the increased pop- 
ularity of carpeting as an office floor 
covering is the 52-story Union Car- 
bide Building in New York. More 
than 15 acres of Dynel modacrylic 
fiber carpeting were installed in 
open office areas and corridors, as 
well as in executive offices. 

The acoustical properties of car- 
pet were established by Professor 
Cyril M. Harris at the acoustics 
laboratory of Columbia University, 
and include tests made by the 
National Bureau of Standards, 


Washington, D. C. (Journal of the 


TWA Intercontinental Boeing 707 Jet 


A Completely New Concept of 
Erasing Time Savings, Speed, Perfection 


SUPER CONVENIENT 
JET ERASERS 


SHAPE: Almost like a ball point 
pen. Wonderful in “feel” and 
balance, so easy to handle and 
use! 
STYLE: Smart, transparent poly- 
ethylene holders with pocket 
clip or with whisk brush for 
typists. 
SIZE: Luxury-rubber cores, over 
412" long! 
SPEED: The thest, cl t, 
fastest erasing ever originated 
to gratify your office workers, 
to “perfect” correcting and to 
minimize erasing time. 
EXCEPTIONAL QUALITY-RUBBER 
TEXTURES FOR ALL ERASING 
REQUIREMENTS 
MULTI-PURPOSE ERASER } 
NO. 855 TWIN JET. Srand New! 
Double ended. Contains both gray 
and red rubber cores, each over 2” 
long! Gray rubber for erasing type- 
writing, business machine writing, 
ink; red rubber for pencil erasing 
and cleaning. 
FOR PENCIL ERASING & 
CLEANING 
NO. 825 JET. With fine red rubber 
core. (No. 8250 with whisk) 
FOR ERASING INK, 
TYPEWRITING, BUSINESS 
MACHINE WRITING 
NO. 827 JET. With business-like 
gray rubber core. (No. 8270 wih 
whisk) 
FOR BALL POINT ERASING 
NO. 838 BALL POINT JET. 
Special ‘“‘ball point’ formula green 
rubber. (No. 8380 with whisk) 
Morey-saving refills in each texture 
The NO. 800 JET TRIO 
EXECUTIVE DESK SET 
Unusual and attractive Jet Eraser 
Set. Contains one each Nos. 825, 
827 and 838 Jet Erasers, with refill 
for each. In attractive, convenient 
size, transparent polyethylene case. 
Ask your stationer today for Weldon Roberts 
quality Jet Erasers or write us for literature. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


W orld’s Foremost Eraser Specialists 


© JET TRIO 
DESK SET 


Finest Quality for the Finest Erasing 


Wallelon RoGeals 


Correct Mistakes in Any Language 
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NO 
PLASTIC 
PLUMBING | 


nour. 
. BALL PEN... 


Because only 


can do the job! 


ENGINEERED FOR BETTER WRITING, | 
the solid brass cartridge of the new 
Eagle Stickpen is filled with the 
finest ink made! Ink that writes best 
may attack a plastic cartridge form- 
ing a “sludge” that contaminates ink 
and causes the annoying skips and 
false starts of ordinary ball pens. 
But the solid brass cartridge of the 
new Eagle Stickpen keeps its finer 
ink pure and smooth-flowing for the 
life of the pen! And your StickPEN 
writes better... longer. . . because 
this solid brass cartridge occupies 
the full length of its handsome 
molded barrel! 


A SOLID BRASS CARTRIDGE, 
FILLED WITH THE FINEST INK, 


Plus All These Extra 
Quality Features! 


@ SILVERED TIP FOR “CUSHIONED” 
WRITING 


PRECISION TURNED BALL SOCKET 
STAINLESS STEEL BALL 

MOLDED (Not Extruded) BARREL 
SCULPTURED “FINGER-FIT” GRIP 


EACH PEN INDIVIDUALLY 
TEST-WRITTEN 
BY HAND 


ma on (DE 


MEDIUM POINT 
AT ALL Fed. Tax. Incl. 
STATIONERS 


EAGLE 
STICKPEN: 


GUARANTEED BY EAGLE RESEARCH 


EAGLE PENCIL COMPANY 
Headquarters: Danbury, Connecticut 
NEW YORK + LONDON + TORONTO + MEXICO + SYONEY + BOGOTA 
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Acoustical Society of America, No- 
vember, 1955). It was proven at 
that time that carpet was an eff- 
cient acoustical material capable of 
significant airborne sound absorp- 
tion and that it substantially elimi- 
nated impact noise. 


The attack on stains 
Carpet stains can be lessened or 
completely eliminated if prompt ac- 
tion is taken when the stain occurs. 
Prompt action, however, implies 
that the proper remedy will be ap- 
plied; fast application of a harmful 
remedy will merely result in rapid 
carpet deterioration. The National 
Institute of Rug Cleaning, Inc., 
recommends the following rules for 
spot treatment of rugs and carpets: 
1, Blot up or absorb liquid or other 
spills as soon as possible, using clean 
white unstarched cloths or paper 


The longer the spill remains, 
the harder it is to remove. 


2. Don’t brush or rub the spot any 


towels. 


more than can be helped. Excessive 

action may result in a distortion worse 

than the spot. Begin at the outer edge 
and work toward the center of the 
stained area. 

3. Before using a formula, test it on 
the carpet and note its effect on the 
dyes. If the color comes away call a 
professional. 

4. Have patience. Some spots require 
much time and work to remove and 
some may never yield. 

5. Never permit a wetted area to dry 
slowly to air. Blot as much as possible 
and then leave a pad of weighted cloth 
or paper towels on it to absorb the 
remaining moisture. 

Mysterious stains often result 
from artless use of ordinary water. 
When water is allowed to soak, 
either by accident or in the cleaning 
process, it dissolves impurities con- 
tained in the backing material. 
Tufts of the rug pile become wicks, 
bringing the drying water and its 
staining impurities to the top of 
the pile. When the water evapo- 
rates, the impurities form a brown 
discoloration that is often not seen 
until the carpet is cleaned. 

Following are emergency treat- 
ments and formulae— 


and follow instructions below: 


1%" to 1%" dia., 


INDENTATION 


Resilient floors must be protected against permanent indentation caused by heavy loads 
on small or sharp bearing surfaces. Remove any small metal domes from the furniture legs 


HEAVY FURNITURE, more or less permanently located, should have composition furniture 
cups under the legs to prevent them from cutting the floor. 

FREQUENTLY MOVED FURNITURE requires casters. 
Casters should be 2°’ in diameter with soft rubber treads at least °4’’ wide and with easy 
swiveling ball bearing action. For heavier items that must be moved frequently, consult the 
caster manufacturers as to the suitable size of equipment that should be used. 

LIGHT FURNITURE should be equipped with glides having a smooth, flat base with 
rounded edges and a flexible pin to maintain flat contact with the floor. They should be from 
depending upon weight of load they must carry. For furniture with slanted 
legs apply glides parallel to floor rather than to slanted ends of legs. 


Desk chairs are a good example. 


Weight 
(per leg) of 


Fully Loaded Linoleum and 


a RECOMMENDED FURNITURE REST SIZES —————_—__, 
Vinyl-Asbestos 


Furniture Plastic Flooring Asphalt Rubber Cork 
Up to 50 Ibs. 
Per Leg 1-3/16" Dia 1-5/8” Dia. 1-3/16" Dia. 1-5/8” Dia. 
50-100 Ibs. 
Per Leg 1-5/8” Dia. 2-17/32"' Dia. 1-3/16" Dia. 2-7/64" Dia. 
100-150 Ibs. 
Per Leg 1-5/8” Dia. 1-3/4” Dia. 1-3/16" Dia. 2-17/32” Dia. 
150-200 Ibs. 
Per Leg 2-7/64" Dia. 2” Dia. 1-3/16” Dia. 2-17/32" Dia. 
200-250 Ibs. 
Per Leg 2-7/64" Dia. 2” Dia. 1-5/8" Dia. 2-17/32" Dia. 
250-300 Ibs. 
Per Leg 2-17/32" Dia. 2” Dia. 1-5/8” Dia. 2-17/32" Dia. 


Reprinted from BUILDINGS, N 


ovember 1960. 
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Formula for treating carpet stains 


Three substances found in any 
kitchen provide mild but effective 
remedies for most stains. 
FORMULA 1: One teaspoon of one 
of the neutral (non-alkaline) deter- 
gents such as those used for wash- 
ing delicate fabrics, mixed with 
one-half pint of lukewarm water. 


FORMULA 2: One-half cup of white 
vinegar mixed with one and one- 
half cups of lukewarm water. Sat- 
urate a sponge of cloth with this 
solution and squeeze gently on the 
spot. Allow it to remain on the 
stain for two or three minutes and 
then blot with a damp cloth. 
Squeeze lukewarm water on the 
area and blot again several times. 
Finish by blotting up remaining 


moisture with a pad of dry cloth or 
paper towels weighted in place. 


FORMULA 3: (To be used with cau- 
tion and only when specially di- 
rected.) One tablespoon of house- 
hold ammonia mixed with three- 
fourths of a cup of water. Apply 
to stain, work in with a spatula, 
then rinse by aplying a little clear 
water, and absorb. Dry completely 
by blotting with a pad of dry cloth 
or paper towels held in place by 
a weight. 

NOTE: In addition, a dry cleaning 
fluid (dry solvent) will be effective 
in many cases. It should be used 
sparingly to avoid damage to the 
latex backing with which many 
rugs are manufactured. 


BEVERAGES—A cohol, Coffee, 
Tea, Soft Drinks. Saturate the area 
with a little Formula 1. Follow with 
plain lukewarm water. Absorb the 
moisture into a sponge and saturate 
again. Repeat several times. Apply 
a little Formula 2 and blot up the 
excess. Dry thoroughly as directed. 
Most beverages contain a sugar 
which is colorless when first de- 
posited on a fabric. After being 
exposed to the air for some time, a 
chemical change called carameliza- 
tion occurs and sets permanently, 
causing tan or brown discoloration. 

CHEWING GUM. This usually 
responds to dry solvent. Apply 
lightly to scrape up as much gum 
as possible. Remove remainder by 
sponging with dry solvent and ab- 
sorbing with a dry towel. 

GREASE. Apply dry solvent by 
sponging. Absorb by rubbing with 
a dry towel; repeat if necessary. 

INKS. Don’t let ink spills pene- 
trate and dry. Blot up at once with 
paper towels or bathroom tissues. 
Apply dry solvent and absorb at 
once. Work a small area at a time 
and continue until the whole spot 
area has been treated. When dry 
solvent will no longer remove color, 
switch to Formula 1. Apply a few 
drops to a limited area and blot up 
immediately. Continue as long as 
you get results. Some inks respond 
to Formula 3. Try it on a small 
area first. Often the last of the colon 
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will respond only to professional 
treaunent. The professional should 
be told all the steps taken belore 
he begins. DON’T use milk or corn 
starch! 

NAIL POLISH. Do not use 
polish remover! Amyl acetate 
chased at the drug store often does 
the job. Apply to a small area first. 

PAINT. If hardened, consult a 


protessional carpet cleaner. Remove 


nail 
pur- 


lresh paint as soon as possible with 
a blunt knife. Apply dry solvent 
and blot up with tissues. 

WAX. Most waxes will yield to 
dry cleaning fluid. 

UNKNOWN ORIGIN. if you 
don’t know what caused the stain, 
better not experiment. You might 
make it permanent. 

The stall of Office Management 
and American Business wishes to 
acknowledge the cooperation of the 
following companies that provided 
information and photographs: Alu- 
minum Company of America; 
American Carpet Institute, Inc.: 
American Society for Testing Ma- 
terials; Armstrong Cork Co.; As- 
phalt and Vinyl Asbestos ‘Tile In- 
stitute: Designs for Business, Inc.; 
Floating Floors, Inc.; The B. F. 
Goodrich Co.; Industrial Sanitation 
Counselors: Rubber and Vinyl 
Flooring Council, The Rubber 
Manufacturers Association, Inc.;: 
Uvalde Rock Asphalt Co.: Build- 
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EAGLE 
STICKPEN 


included in 


FREE SCIENTIFIC 
WRITING TEST KIT! 


Purchasing agents who've used this 
kit acclaim it “The most practical 
measure of ball pen performance ever 
devised!” 


Get the actual handwriting test that 
every Eagle StickPen must pass after 
it has successfully passed 10 other 
rigid “Quality Control” tests! Specially 
devised by Eagle laboratory techni- 
Cians, this scientific writing test 
shows up even the slightest imperfec- 
tion of any ball pen .. . under actual 
writing conditions! No buying execu- 
tive responsible for supplying his per- 
sonnel with good office pens can 
afford to be without this instructive 
test kit! 


GET YOUR SCIENTIFIC 
WRITING TEST KIT... 
NOW. ee FREE! Compare in 


your own hand, the Free Eagle Stick- 
PEN against any other ball pen—using 
your own individual writing method 
and style! 


FILL OUT AND MAIL THIS COUPON! 


EAGLE PENCIL COMPANY, DANBURY, CONN. 
Without obligation, please send me the 
new Eagle STICKPEN included in the FREE 
WRITING TEST KIT that shows up even the 
slightest imperfections of any ball pen, 
under actual writing conditions! 
Name en 
Title 

Company 

en en 
City__ 


State 


___Zone _ 
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COPYING PROCESSES AND EQUIPMENT 


By MARY D. LYONS 


AT THE turn of the century 
horses and buggies were still the 
rage, and White House walls re- 
sounded with the high-pitched elo- 
quence of Teddy Roosevelt. It was 
also a time when knowledgeable 
businessmen resorted to the aid of 
copying machines similar to the 
one pictured below. 

Today we have automobiles—and 
John F. Kennedy. We also have a 
wide range of much improved copy- 
ing machines, which are discussed 
in this section. (It should be noted 
that this month’s feature deals ex- 
clusively with copying; next 
month’s article in the “Tools of the 
Office” series will cover duplicating. 


New developments 


Apeco (American Photocopy 
Equipment Co.) recently announced 
the advent of its ‘Electro-Stat,’ a 
compact desk-top copier using an 
electrophotographic technique. The 
unit, which required more than 
four years of research and develop- 
mental work, produces copies of 
any business paper, even those using 
half-tones, solids, and colored ma- 
terial. The Electro-Stat will produce 
five copies a minute without the 
use of liquids. 

Minnesota Mining and Manufac- 
turing Co. recently announced the 
development of new copy papers 
that will make black-on-white per- 
manent reproductions in any “Ther- 
mo-Fax’ copying machine at a cost 
of less than two cents a copy. Ac- 
cording to the company, the new 
process consists of two “unique” 
papers that team together to virtu- 
ally eliminate the need for carbon 
copying of letters, order forms, in- 
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ter-office memos, reports, and simi- 
lar internally originated documents. 

The new papers are “Thermo-Fax’ 
Type ‘A’ pink systems paper and 
Type ‘B’ white systems paper. They 
were designed to fill a need in all 
offices where error-free multiple 
copies of documents, letters, and 
other information are needed 
quickly and economically. The an- 
nouncement said the new method 
requires no inks, stencils, special 
equipment, or trained operators. 
The Type ‘A’ paper serves as the 
original, or master, and is used just 
as any ordinary office paper or form 
for typing, printing, or writing. It 
erases easily and is perfectly dry 
and clean, the company said, and 
a single Type ‘A’ original may be 


used to make 25 or more black-on- 
white copies on the “Thermo-Fax’ 
Type ‘B’ systems paper. 

According to the firm, the Type 
‘B’ white paper is a high quality, 
stationery-weight copy paper. The 
copied image on the new paper is 
permanent and it may be used in 
the same way as an original docu- 
ment to make copies. 

The company claims that the new 
systems paper “team” offers com- 
plete flexibility in cutting the cost 
of office form distribution. The 
pink Type ‘A’ sheets can be pre- 
printed with a company letterhead 
or for such items as bulletins, re- 
ports, requisitions, invoices, pur- 
chase and production orders, anal- 
vsis sheets, and others. These master 


PATENT DAMPENING TABLETS, 


For ait Letters and Legal Documents. 


This indispensable a&dition to 
the ordinary Copying Press com- 
prises a substantial iron case or 
water box, with a pair of rubber 
wipers, so arranged that the sim- 
ple act of taking a Tablet out of 
the water, and passing it between 
the wipers, removes the surplus 
water from both sides, and pre- 
pares the Tablet for immediate 
use. 

At one pressure of the press 
any number of manuscripts may 
“be copied, including many dupli- 
cates of each page when desired : 

an invaluable aid to the merchant 
and the legal profession, where 
many letters and documents are 
to be copied in duplicates, with 
exactness and great dispatch. 

The subscribers manufacture 
: and keep for sale, at wholesale 

= and retail, a large assortment of 


’ LETTER-COPYING PRESSES, 


combining tasteful designs with 
the best workmanship. 


R. HOE & CO., 


29 & 31 Gold St., New York. 


Development of the copying processes has come a long way since this turn-of-the- 
century ad was published. (Contemporary woodcut from the Bettman Archive, N.Y.) 
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sheets also can be typed on or writ- 
ten on repeatedly so that additional 
information can be added to an ex- 
isting form. 

The Type ‘B’ paper is then in- 
serted along with the Type ‘A’ 
master into any “Thermo-Fax’ 
copying machine to issue bulletins, 
prepare information copies of let- 
ters, distribute the data entered on 
printed forms and, in fact, the com- 
pany said, provide permanent, mul- 
tiple copies of any typed, printed 
or written information with each 
copy made in a four-second, one- 
step process. Cost of the Type ‘A’ 
master ranges down to 2.33 cents 
per sheet, the announcement added, 
with the Type ‘B’ costing as little 
as 1.84 cents per sheet. Considering 
that a single sheet of the Type ‘A’ 
paper may be used to make 25 or 
more copies on the Type ‘B’, the 
average cost of these high quality 
reproductions comes to less than 2 
cents per copy when the papers are 
purchased in quantity lots. 

Peerless Photo Products Com- 
pany’s latest entry is the ‘Quick 
Silver’ machine, called the Model 
314. It is said to copy all types of 
documents, up to 14 inches wide 
by any length, using a single sheet 
of paper. It uses two solutions, an 
activator and a stabilizer, which are 
supplied pre-mixed and fed auto- 
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matically from the bottle into the 
processing compartments; list price 
is $645. 

The machine employs a_photo- 
graphic stabilization process and has 
been on the market for about two 
years. Its main features are unusual 
copying versatility and economy. In 
addition to being able to reproduce 
all types of documents, it can also 
provide clear copies from both half- 
tone and continuous tone film nega- 
tives. It can make positive copies 
direct from blue prints and “stat” 
type copies; it can produce paper 
negatives for burning in photo off- 
set plates; and it can make an 
unlimited number of copies from 
one negative or matrix. There is no 
“peel-apart” or throw-away sheet as 
the machine uses a single sheet. 
Copies of 814 by 11 documents can 
be made for five cents each. 

A new device for X-ray reproduc- 
tion is offered by Copymate Co. 
The machine is said to provide a 
new means for pictorial communi- 
cation in reports and informal 
exchange of information. Utilizing 
heat in a dry process, the compact 
machine turns out a reproduction 
in about one minute. The result 
is a permanent image which is not 
affected by humidity or heat in 
storage. Known as ‘Copymate,’ the 
unit is desk-top size and has been 


By contrast, one of the latest methods of copying business documents is the Verifax 
process, used in this copier from the Minnesota Mining & Manufacturing Company. 
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designed to turn out high quality 
paper or transparency reproductions 
of X-ray film. It will handle sheets 
up to 14 inches in width of any 
desired length. 

Paper reproductions have the ap- 
pearance of an original radiograph 
as seen on the illuminator, while 
transparencies may be viewed di- 
rectly or projected for group view- 
ing. Contrast is controlled by ex- 
posure variation to enhance impor- 
tant details and reduction of con- 
trast for non-essential information. 
The machine is self-contained; it 
requires no chemicals or liquids, and 
operation is automatic by push- 
button. 

A. B. Dick’s Model 114 Photo- 
copier is a large document copier 
for copying accounting work sheets, 
engineering and artist's drawings, 
and any large document up to 15 
inches wide. Like other A. B. Dick 
photocopiers, the Model 114 pro- 
duces sharp black on white, perma- 
nent copies of anything written, 
drawn, typed, or duplicated in any 
color. 

Ampto, Inc., a wholly owned sub- 
sidiary of Anken Chemical & Film 
Corp. has introduced a 12-inch dif- 
fusion transfer photocopier. The 
machine, called the Ampto 12 
Photocopier, is said to make copies 
to 12 inches wide by any length. 
Specialized uses include preparation 
of positives for offset platemaking, 
intermediates for whiteprint and 
blueprint equipment, visual projec- 
tion transparencies, and transferring 
to diffusion transfer offset plates. 

The M. P. Goodkin Co. has an- 
nounced the addition of a Hori- 
zontal 18-inch camera to its line of 
graphic and commercial arts equip- 
ment. The new Goodkin horizontal 
18 will expose in or out of a dark- 
room line and halftone negatives, 
Gevacopy rapid negatives, and Ek- 
talith transfer paper in sizes up to 
14 by 18 inches, through an enlarge- 
ment-reduction range of from 3X 
to 1/3X. The camera is no longer 
than the length of an office desk, 
and can be operated without wasted 
steps. 

Copease Corp. has announced a 
new photocopier designed for copy- 
ing oversize originals up to 18 
inches wide by any length. Called 
the Champion 18, it copies large 
drawings, blueprints, plans, charts, 
ledger sheets, and 16-column paper. 
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The extra width of the machine 
also enables two operators to use 
the machine simultaneously when 
making 814 by 11 copies, thus dou- 
bling production and eliminating 
wasted time waiting for the ma- 
chine. The company also makes the 
Copease Crusader, said to be the 
only one-step automated photo- 


copier on the market. 

Copease photocopy paper is avail- 
able in different forms: Permanent 
and of bond quality, it is available 
other colors, 


in white and seven 


Saas 


“Dryest liquid since the dry martini”’ 


air mail, card stock, double-sided 
stock. 


Royal McBee Corp. has the Roy- 
fax office copier. According to W. L. 
Cornwell, coordinator of Royfax 
Products, more important than the 
speed of the machine is its versa- 
tility. “It is no longer considered 
the major function of our office 
copier to merely copy letters and 
other documents, although this it 
can do exceedingly well . . . The 
machine may also be used for mak- 
ing paper transparencies from engi- 
neering work sheets or diazo copy 


COPIES ANYTHING 


Crisp, sharp, black and white copies of 
anything you want reproduced ... printed, 
stamped, typed, written or drawn... and 
faster than those costing many times morel 
Best of all, the TRIANGLE 9 carries a 
lifetime guarantee of quality and service! 


Also available, a full line of 
high quality photocopy paper 


NEW YORK SALES OFFICE 
324 East 39th Street, New York 16 
Murray Hill 6-5876 


THE EYE CAN SEE 


THE COPYING MACHINE 
THAT DOES EVERYTHING 
THE EXPENSIVE ONES DO 


Wur 9 * 


(Slightly higher in Canada) 


@ high speed operation 

@ versatile and easy to use 

@ takes paper 9" wide, any length 
@ copies from anything you can see 
@ sturdily built for lifetime service 


Se We Bele cusiness MACHINES, INC. 
1808 South Main St., Los Angeles 15, California Richmond 9-6231 
CANADIAN DISTRIBUTOR 


Roneo Co. of Canada Ltd., 259 Lake Shore Blvd. East 
Toronto 2, Ontario, Canada 


Empire 8-6155 


Please send further information about the 
TRIANGLE 9 copying machine and new 
TRIANGLE paper. 


NAME 
TITLE 
FIRM NAME————— 
ADDRESS - — 
CITY ZONE 
PHONE 
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to produce masters which can be 
run through blueprint machines 
and therefore produce many of the 
working copies economically. The 
machine may also be used to pro- 
duce transparent film which can be 
used in projection devices for visual 
aid to education.” 

Photorapid Corp. has announced 
the Electramatic Photocopy Ma- 
chine. Robert Shotwell, marketing 
vice president of the firm says, “The 
Photorapid Electramatic should be 
heralded as containing the dryest 
liquid since the dry martini.” The 
attributes of the product stem from 
the use of a new chemical cartridge 
that loads like a gun. The chemi- 
cals in the sealed cartridge flow 
into the chamber when the machine 
is put into operation. As soon as 
the photocopying job is complete, 
someone shuts off the machine and 
the chemicals return automatically 
to the cartridge, which then seals 
itself. 

Old ‘Town Corp. has recently an- 
nounced a new copy paper made 
for use with Thermo-Fax machines. 
Called Copymaker, the paper is 
said to give clear, heavyweight 
copies in a black or brown image. 
Sheets are non-transparent and en- 
dure prolonged exposure to heat. 


Ludwig offers new unit 


F. G. Ludwig, Inc. has added a 
new 12-inch capacity photocopier 
to its line of equipment. Called 
the Contourmatic Mark III, the 
machine weighs 22 pounds and is 
portable; it is also said to make 
photo-exact permanent black and 
white copies of any mark on paper 
including ball point pen, colored 
inks or crayons, spirit duplication, 
or rubber stamped copy. 

American Photocopy Equipment 
Co. recently announced its new 
unit, the Apeco Century. This 
new copymaker is described as in- 
expensive, efficient, and lightweight 
(12 pounds). According to Samuel 
G. Rautbord, Apeco president, 
the Century is expected to have 
wide appeal for large organizations 
which wish to provide photocopy fa- 
calities in many departments and 
locations, rather than in one, for 
greater efficiency. One of the more 
important features of the 12-pound 
unit is that the original document 
and copy paper are placed in direct 
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Hammermill offers paper selection chart. 


contact with the exposure lamp, in- 
creasing exposure fidelity. “The 
Century is also said to copy any 
document, regardless of original 
color, up to eight and one-hall 
inches wide, in any length. 

Also recently introduced is Cor- 
mac Photocopy Corp.’s new photo- 
copier, the Cormac 300° with flo- 
tronic control, an electronic device 
which automatically relieves the op- 
erator of all contact with chemical 
handling. ‘This flo-tronic control, by 
means of a switch, automatically 
transfers the exact amount ol de- 
veloper needed for copying from 
cartridge to tray in the morning. At 
night, the same switch circulates the 
developer back to the cartridge. At 
the end of each cycle, it turns itself 
olf automatically. 


Copymation Copymaster white printer. 


Copymation recently announced 
the development of the Copy- 
master, a compact table or wall 
mounted 44-inch white printer for 
office use. It has a variable printing 
speed range up to ten feet a minute 
controlled by a knob with full re 
verse feature. A wide feed table 
simplifies print feed and return. 
The Copymaster also has a_hori- 
zontally mounted, sell-sealing cham- 
ber which processes several prints 
simultaneously. 

A new machine, said to be “the 
only dry photocopy device that uses 
no lenses which tend to go out-ol- 
focus and smog,” was recently de- 
veloped by Savin Business Machine 
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your office. Cut paperwork costs by elim- 
Get extra copies of correspondence, reports, 
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Automatic control, 12-inch throat width, built- 
in paper safes, guaranteed quality and per- 
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Corp. 


the “‘precision-built” 
based on a 


According to Paul Charlap, 
executive vice president of the firm, 
machine is 
radically new design. 


paper. 
letterhead or 


paper 


The paper can be company 


offset plate 


which can be transferred directly 


onto any standard offset 


He states that electrostatic copies 


are made in ten seconds on a reflex 
rather than direct method, and as 
a result, the machine is capable of 
copying material from two sides of 
a Page onto two sides of ordinary 


“You don’t throw the negative away?” 


‘We. 


Copycat gives us 
up to 10 copies from 
each negative! 


of photography. 


Vw 


Copycat’s patented spray process gives you 
more copies... better copies of anything 
...and for as little as four cents each! 


.-<it’s the world’s fastest photocopy ma- 
chine—bar none! From start to finish, in- 
cluding all paper handling, Copycat’s 
deluxe new wall model gives you finished 
ready-to-use copies in 12 seconds. 

What’s more, because of its patented 
spray process, Copycat’s deluxe wall 
model will give you up to 10 crisp, clear 
copies of anything from one negative! 

No other photocopy machine can of- 
fer as many copies—a feature that alone 
will cut your copy cost to an average of 
four cents each—and repay the initial 
investment in no time. 

The key to Copycat’s speedy produc- 
tion of quality copies is its patented spray 


National distributor cf Gevaert photocopying materials 


Copy Caf corporation 


process. No open trays of developer are 
used—Copycat utilizes a tank, from which 
developer is pumped and sprayed and re- 
turned to the tank. 

This gives faster, more uniform distri- 
bution of developer and prevents spilling. 

Moreover, unlike other photocopiers, 
Copycat can be mounted on the wall, to 
save valuable desk space (or placed on 
the desk, if you wish). 

If you are less than enchanted with 
present-day copying methods, annoyed at 
rising costs, messy developers and fuzzy 
copies—look into Copycat. Write or ‘phone 
for a free demonstration in your own of- 
fice. Absolutely no obligation. 


215 Fourth Ave., New York . Phone: ORegon 4-5582 
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The copying processes 


machine 
to produce thousands of copies. 


Photocopying is a copying tech- 
nique based on the fundamentals 
Although in the 
beginning a darkroom procedure, 
it has been developed into an enor- 


oe eee 


; 


mously simplified lighted-room proc- 
ess which any office employee can 
operate. 

Photocopying techniques, al- 
though they vary, all belong to the 
same basic category—photography— 
and this is what sets them apart 
from xerography, Thermo-Fax, or 
diazo. All photocopying techniques 
employ a mechanical arrangement 
in which copies are made through 
direct contact with sensitized ma- 
terials, as opposed to the use of a 
camera. 

One of the most common. tech- 
niques is the “transfer” method, in 
which the original material is placed 
face-to-face with the sensitized sheet 
that will become the negative. Orig- 
inal and sensitized sheets are ex- 
posed to light in a “printer,” or in 
the “printing” slot of a combina- 
tion machine. Light passes through 
the copy sheet to the original where 
the dark areas (lines and _ letters) 
absorb it and the lighter areas re- 
flect it. 

The reflected light produces a 
reaction in the light-sensitive coat- 
ing of the copy sheet, altering it 
chemically so that it turns dark 
when developed. Since copying 
cameras use true photographic pro- 
cedures, the original must be ex- 
posed, and the final print must be 
developed, fixed, and washed. Many 
photocopiers are equipped with a 
drying section so that copies, which 
otherwise would have to dry for 
hours, will emerge in immediately 
workable condition. 

In order to provide a negative 
that reads from left to right, copies 
may also be equipped with a prism 
arrangement. If a black-on-white 
copy is desired, it can be obtained 
either by processing the negative 
as a new original or by using ma- 
terials that will produce black-on- 
white positives in one step. 

Photocopy equipment, no matter 
which method is used, is usually 
available in the form of separate 
printers, separate processors, Or COm- 
bination models. Combination mod- 
els are usually of the continuous- 
flow type and cannot copy from 
bound volumes. Many companies, 
however, offer  flat-bed _ printers 
which can copy either flat or bound 
material. 

Photocopying produces exact 
copies of the original and is sensi- 
tive to a wide range of colors. 


OFFICE MANAGEMENT and AMERICAN BUSINESS 


a a Se io a ¥, 
5 a Nes Scie ect Ce oe ne a 
> es x , Re ) . baa mga 3 : - Ry wae oe ; ies ] Pier s _ ae hace a a 7 4 4 
[ 7 \ 
ee whi 
‘ oth 
on 
ee | Dif 
" pd hay 
a bul 
: the 
anc 
| bot 
3 tw 
Me sa — sta 
Seep ae ee en eee -—_ : vel 
r eet Rian, : ae . 
mas eee | its 
: PO Saar ee. Cg “Se “A ‘ ex’ 
he Boe a : } ° 
: a. or ae ce 2 | ve 
: es : £ 4 x af 2. " ag “en | 
rm. i 3 n¢ 
. | me : i AJ oo ES oP + | } th 
. | .. /* i | | of 
Z mn i > : | es 
é game Seip ad aaa ee 7 - e. ey 
. ; ————— , n oakd pas 
; ros) A ae : 
x 7 ; : 4 : a ee 7% lida , Ae ‘ i 
, 4 — = . * 
: 5 oie a} Boe, *e ; eg ae ee aa os | 
Ba Py cal i — i 
inti eae pe a. an os | | 
SS ' ae aa | d 
| eo : ae a | v 
h | a ea oe ' n 
ba | b 
- | | Cc 
. b 
i 
: t 
| | I 
| ) I 
| = 
| r 
y | | - 
( 
; | 
| \ 
} 
" | | 
| 
} 
= j 
- | | 
‘ ee 
* = oO | 


While most photocopy paper is 
white, it is possible to obtain it in 
other colors for color coding and 
other uses. Copies may also be made 
on film or on translucent materials. 
Different types of photocopiers each 
have their own details of method, 
but fundamentally they all require 
the use of specially coated paper 
and a special solution containing 
both developer and stabilizer, or 
two solutions where activator and 
stabilizer are separate and the de- 
veloper is actually in the paper 
itself. 

Chemical compounds designed to 
extend the photocopy method to 
situations where multiple copies are 
needed—at less than prohibitive 
prices — have recently been de- 
veloped. 

The photocopy technique is as yet 
not appropriate for long runs or 
the production of a great number 
of inexpensive copies; but the proc- 
ess, noted for its ability to produce 
exact copies of a good quality is 
now suitable for use in instances 
where perhaps 15, 25, or even more 
copies are desired. 


The diazo technique employs a 
dye, formed by the interaction of 
two chemicals. They are a diazo- 
nium salt (or “diazo”) and a com- 
bining element described as a 
coupler. The diazo itself is affected 
by being exposed to light; when 
it is exposed it can no longer react 
to form a dye. During the copying 
process, the letters and lines of the 
material to be reproduced actually 
act as a light shield so that the 
diazo itself is left active where lines 
and letters are to appear on the 
copy. This active diazo interacts 
with the coupler to form the dye. 
There are two fundamental tech- 
niques: 

The first method involves copies 
to be made on a sensitized sheet, 
which contains both the diazo and 
the coupler. These chemicals are 
prevented from reacting by a third 
chemical, the “stabilizer.” The ma- 
terial which is to be copied is 
placed face up over this sensitized 
copy sheet in the diazo machine. 
A powerful ultra-violet light is 
passed through the original to the 
sensitized sheet; it passes wherever 
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NEW PHOTOCOPY PAPER 


with “built-in” developer gives you improved copies 


r—_-_--FT FT 


for owners of “peel-apart” photocopy machines 


Wee Serpent 


on any “peel-apart” copy machine 


Do you occasionally have to make two or three attempts P 
to get a decent, usable copy? Do you get prints which are 
yellow... which have weak and ghosty blacks? 

Would you like to get top-notch prints every time 
...on your first try? 

A newly developed paper, High Contrast No. 1, is 
the answer to your problems. Whether you have an 
APECO, AMPTO, COPEASE, CORMAC, DRI-STAT, uf 
PHOTORAPID or any other “peel-apart” (silver trans- it 
fer) machine, this new paper will give you the best : 
copies you ever made. 

Originally developed to overcome the problems of 
bad copies during hot weather, High Contrast No. 1 
will give you superior prints all year ’round. The secret 
is in the developer, which is in the paper as well as in 


the solution. This means less frequent solution changes, 
reducing maintenance. 


10 FREE SAMPLES! = 


We think this paper is so terrific we'd 
like you to have 10 sheets absolutely 
free so you can try them in your own 
office on your own machine. We know 
you'll be amazed at the results. Mail 
the coupon today. 


eS 
PEERLESS PHOTO PRODUCTS, INC. Shoreham, Long Island, New York | 
Gentlemen: 
Your new High Contrast paper sounds interesting. Please let PEERLESS | 
me have the 10 free samples so | can try them out on my | 
own machine. 
| have a ‘ photocopy machine. | 
NAME en | 
COMPANY 
STREET <ncieneneinmimmmnnpenees navitiiteviiaeadinmsnananiintiatimmmntimsiet = | 
CiTy— —— ; ———— 0 Oe | 

OM-3 


(Circle No. 50 on Reader Inquiry Card) 
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white 
copy paper 


for use on 
THERMO-FAX MACHINES 


You've never seen anything 
like it! You get clearer, heavy- 
weight copies—black or brown 
—less curl, less crease. Supe- 
rior contrast, non-glare and 
non-transparent. Will accept 
more handling—will endure 
prolonged exposure to heat 
and has better file life . . . all 
this and it costs less. For free 
demonstration write 


OLD TOWN CORPORATION 


750 Pacific Street Brooklyn 38, N. Y. 


AVAILABLE THROUGH BETTER 
STATIONERS EVERY WHERE 


(Circle No. 48 on Reader Inquiry Card) 
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there are no lines or letters. Here, 
the diazo on the sensitized sheet is 
broken down so that it cannot react 
to form a dye when the “stabilizer” 
is removed. 

The “stabilizer’ 
neutralized 


, 


is removed by 
with another 


| chemical. Ammonia is such a chem- 


ical. In this first process, the sensi- 


_ uzed sheet, alter it has been exposed 


to light, is exposed to ammonia in 
the form of a vapor. The ammonia 
vapor neutralizes the “stabilizer,” 
and the active diazo which remains 
on the copy sheet combines with 
the coupler immediately. This pro- 
duces the desired copy. 

The second method has the sensi- 
tized sheet containing only the 


| diazo. This sheet, which is covered 


by the original, is exposed to ultra- 
violet light just as in the first 
method. It is then brought into con- 
tact with a solution containing the 
coupler. The dye-forming reaction 
takes place as it does in the first 
method, producing the desired copy. 

Both the first and the second 
method are most often referred to 
as “drv.”” For, although the second 
method does employ a solution, it is 
applied with a roller, and enough 
heat is present so that copies emerge, 
for all practical purposes, dry. 

Two steps are required for mak- 
ing copies with either method. How- 
ever, both are accomplished in auto- 
matic sequence within the machine. 

The diazo process is dependent 
upon light passing through the orig- 
inal to the copy sheet, and there- 
fore it will not copy opaque or 
two-sided originals directly. Most of- 
fice stationery is translucent enough 
for the purpose. If two-sided ma- 
terial is to be copied, a translucent 
copy must first be made. This can 
be accomplished with photocopy, 
facsimile, or xerographic equip- 
ment. It can also be done directly in 
some diazo process equipment, using 
a reflex film designed for the 
purpose. 

The final copies are positives and 
may be made on paper of various 
colors. The printing color may also 
be varied by an appropriate selec- 
tion of copy paper. By using hand 
application of chemicals, it is some- 
times possible to obtain different 


Ektalith is new 


printing colors on the same copy 
sheet. Offset masters may also be 
prepared by diazo. 

The diazo process is relatively in- 
expensive. Cost of a typical letter- 
size copy is estimated at between 
three-quarters of a cent and one 
and one-quarter cents. 


Eastman Kodak’s new Ektalith system. 


Ektalith 


Eastman Kodak recently intro- 
duced the Ektalith, a new photo- 
graphic system for use in repro- 
ducing documents in quantities of 
10 to 1,000. Ektalith system can 
rapidly make inexpensive paper 
masters for offset reproduction, or 
it can make a limited number of 
direct copies without using the off- 
set process. The Ektalith Method 
can, in two minutes, produce a 
master from practically any kind 
of original. The master can be 
either an enlargement, a reduction, 
or the same size as the original. 


Facsimile 


Basically used for communica- 
tion devices, the facsimile process 
has certain copying and duplicating 
applications helpful in office work. 

The greater part of facsimile 
equipment is fundamentally useful 
for long-distance communication. 
(It is used, for example, to trans- 
mit telegrams directly from a cen- 
tral office to the office of a sub- 
scriber.) In effect, it provides single- 
copy duplication at a distance. 
However, it can also provide copies 
close at hand, and some equipment 
is now designed for office use. 

The technique itself is funda- 
mentally a photo-electric one. Both 
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"Is ‘Lazy Mo 


“Lazy money”... money tied up by laggardly billing ... ups your costs, cuts 
your profit, dulls the competitive edge of your product. 

Eliminate it. Get and keep your billing up to date with the Ozafax 120. Order- 
invoicing by Ozalid, fastest known way to process your orders, frequently 
reduces the time cycle between shipping and billing from 8 days to 2! 
Faster, error-proof Ozafax billing saved one company $15,000 yearly... 
another $17,000. What can it save you? 

Make your money work harder for you. The coupon brings facts on this com- 


pact, multi-purpose table copier. Mail it today. OZALID® 


Division of General Aniline & Film Corporation, Johnson City, New York 


REMEMBER, FOR PEAK EFFICIENCY, ALL OZAFAX COPIERS WORK BEST WITH OZAFAX SENSITIZED MATERIALS 
(Circle No. 49 on Reader Inquiry Card) 
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OZAFAX 120® 

Lowest priced one-step whiteprinter on 
market. Reproduces any translucent material 
up to 11” wide. Fits easily into your 

present order-invoicing system. 


ee ee 
1 Mr. James A. Travis, Mgr., Marketing | 
1 Ozalid, Dept. 121, Johnson City, New York | 
| More information please, on how the Ozafax 120 can | 
| increase my liquid assets. | 

| 
| Name. 
- | 
| Firm | 
Address 
City | 
Ln cunsinenen- neces enasanunencnaamanimavanel 
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the original material and the sheet 
on which the copy will be repro- 
duced are “scanned” simultane- 
ously, and in synchronization. Usu- 
ally, the material to be copied is 
wrapped around a rotating drum; 
the copy sheet is wrapped around 
a second drum. A_ narrow light 
beam passing in a continuous track 
over the surface of the material 
to be copied is reflected into a 
photo-electric cell. There it gene- 
rates a current which varies with 
the strength of the reflected light. 
(Strength is dependent upon its 
reflection from a light or dark area.) 
The current thus generated is trans- 
mitted to the receiving unit of the 
machine where it activates a stylus, 
which passes over the face of the 


copy sheet in synchronization with 
the original light beam. Through 
the stylus, the electric current 
“burns” the image onto the sensi- 
tized copy sheet. 

In some machines, the material 
to be copied is “scanned” as it en- 
ters the machine, rather than being 
wrapped around a drum. Units of 
this type may receive copy of un- 
limited length. 

Receiving units may be modified 
so that the stylus can be used to 
make minute holes in the copy 
sheet. Thus, the machine can re- 
produce an image on a conven- 
tional stencil for use with standard 
stencil duplicating machines. 

Because scanning can usually be 
set in spacing as close as 750 to the 
inch, the facsimile process can be 
used to transfer art work (includ- 
ing photographs) , drawings, letter- 
heads, and other detailed material— 
as well as typed or written matter— 


to stencils. Used with appropriate 
materials, it can copy such material 
onto masters for gelatin, offset, and 
spirit duplicators, or prepare trans- 
lucent copies for use with diazo 
equipment. 


Thermography 


Thermography is the term used 
to describe the process derived from 
the use of a machine with the brand 
name Thermo-Fax. The process is 
based on the fact that dark sub- 
stances, such as office ink, tend to 
absorb more light than light-col- 
ored substances. In the process of 
absorbing light, the dark substance 
generates heat. It is this heat which 
“burns” the copy paper, producing 
the image. 

The copy paper used is heat- 
sensitive, and responds to heat by 
turning dark. Mechanically, the 
process operates as follows: 


COMPARISON OF OFFICE COPYING PROCESSES 


COPYING PROCESSES. these processes are used to copy original 


material, including letters, art work, photographs, drawings, letterheads, 
etc. They are ordinarily used for making from one to ten copies, though 


new photocopy processes make multiple copies relatively economical, 
and most copying processes can also prepare stencils or masters for 
one or more of the duplicating processes. 


Duplicating 


Can Process Processes for 
Process Speed* =" Enlarge or Which Stencils Characteristics of the Process 
Reduce? or Masters Can 
Be Prepared 
Copies are positives, in various possible colors. Translucent, 
Diazo a pone No Offset one-sided originals required, or translucency must be made first. 
Process sensitive to most colors, less so to purples. 
j ’ +, Copies are positives on specially treated paper. Process is used 
Facsimile Fe ho 5 cents No yn seen widely for wire communications, is getting increased use for 
5 9P stencil cutting. 
Copies are positives on white or colored coated paper; some 
1 copy in dene , units make —, Sensitive to wide —_ of colors. — 
i set; Stencil make translucencies for diazo process. Some units can make 
Photocopy —, 4-9 cents Most cannot (in special units) several prints from one negative, and a number of companies 
now offer single-sheet multiple-copy processes, which utilize the 
original negative as master. 
A Copies are positives on buff or colored paper having a wax-like 
Thermo-Fax Pom da 414-5 cents No None finish which can be reinforced with heavier backing. Process 
less sensitive to some kinds of ink. 
1 F 9-10 cents . ie eae - 
copy in (single); Copies are positives on bond or similar non-sensitized paper. 
Verifax 50 seconds; cont fer No Offset Several prints can be made from one matrix. Process is other- 
5 in 1 minute extras) wise similar to photocopying. 
: Copies are positives on various kinds of paper or film. Process 
Xerography — 5 cents Yes Offset; Spirit is widely used to make offset masters. It is sensitive to wide 
range of colors. Can make translucencies for diazo process. 
: Low cost offset masters for direct copies or short duplicating 
Ektalith jam 16 cents Yes Offset runs. Sensitive to wide range of colors. Copies almost any color 


without need of filters. 


* Speed and copy costs are estimates for letter-size copies using materials of average quality and runs of average length. As circumstances vary, fig- 
ures above or below those listed may be obtained. Speed figures allow not only for machine differences but for differences between manual and power 


operation. 
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PERFAX 


the perfect paper 
for Thermofax users 


BONDWEIGHT *« PERMANENT 
EASY TO HANDLE « NO CURL 
GUARANTEED IN WRITING 


“TERRIFIC! 


we've never had 
hem so clean ~ 


eee 


| and crisp peor. 


PERRY SHERWOOD CORPORATION 
257 Park Ave. So., New York 10, N. Y., Dept. 3 


Please rush a trial 500 sheet box of PERFAXx thermographic paper at $22.50. 


() Check enclosed. 0 Send bill. 

(0 Have your nearest representative demonstrate PERFAX on my 
machine. 

Name 


Company 
Address. 


(Circle No. 51 on Reader Inquiry Card) 
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(From page 80) 


The copy paper is placed with its 
heat-sensitive coating face up, on 
top of the material to be copied. 
In the Thermo-Fax machine, the 
two sheets are exposed to an infra- 
red light source. The light passes 
through the copy paper to the orig- 
inal. Where the light strikes the 
darker areas formed by letters and 
lines, it is absorbed, generating heat. 
The portions of the copy paper di- 
rectly above the lines and letters 
turn dark, thus reproducing the 
material beneath. 

Copies are produced in a single 
step in the thermographic process. 
Since no solutions are used, the 
copies are completely dry when they 
came out of the machine. Ther- 
mography is an extremely rapid 
process — letter-size copies can be 
made in about four seconds. 

Equipment for the process is avail- 
able in two types: flat-bed printers, 
which can copy from bound ma- 
terial, and continuous models. Ma- 
chines of the continuous type are 
designed so that original and copy 
paper are inserted, brought before 
the light source, and emerge by 
mechanical means. 

The process is extremely satis- 
factory when copying materials 
printed in a_ heat-absorbing ink, 
such as those with a carbon base, 
or in pencil. Certain inks, particu- 
larly some of the blue ones, may 
not record at all. These may be 
utilized to make notations on the 
original which are not desired on 
the copies. 

The copy paper is translucent and 
has a smooth, wax-like finish. 
Standard paper is buff-colored, but 
other colors including white are 
also offered. Printing is blue-black. 
The copy paper is light-weight; if 
reinforcement is desired, inexpen- 
sive back-up paper may be bonded 
to it within the machine itself. 


Verifax 


The verifax process is a variant 
of photocopying. It differs from the 
latter in that it is able to make 
copies on ordinary, non-sensitized 
papers, and in its ability to produce 
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at least five copies from a single 
exposure to the light source. 

During the verifax process, the 
original material is placed face- 
to-face with a sheet of sensitized 
paper called a “matrix.” Original 
and matrix are exposed to a light 
source in such a way that the 
light passes through the matrix to 
the original. Thus, in this first 
step, the process corresponds to 
that used in most transfer photo- 
copying. As in that process, the 
dark areas of the original absorb 
the light, while the lighter areas 
reflect it. 

Where the reflected light strikes 
the light-sensitive matrix, a chem- 
ical reaction occurs, which inacti- 
vates those areas of the matrix. 
After exposure to the light source, 
the matrix is placed in the develop- 
ing section of the unit, where it is 
processed by an “activator” solu- 
tion. Those areas on the matrix 
which correspond to the dark areas 
of the original now react to form 
a dark, dye-like substance. This sub- 
stance is transferred to the final 
copy sheet. 

In order to effect the transfer, a 
sheet of non-sensitized copy paper 
is placed face-to-face with the mat- 
rix as it emerges from the develop- 
ing unit. The two sheets are pressed 
together by squeegee rollers. As a 
result, a layer of the dye is trans- 
ferred to the copy paper to make 
the final reproduction of the 
original. 

However, not all of the dye is 
removed. A sufficient amount re- 
mains on the matrix to make about 
four more copies. If lighter copies 
are acceptable, with care, as many 
as 10 can be made. 

Since the end copy does not pass 
through a solution, it emerges com- 
pletely dry. The verifax process, 
like the photocopy process, can copy 
a wide range of originals: art work, 
letterheads, typed, drawn, or hand- 
written material, and coarse-screen 
photographic half-tones. Since it 
uses the reflex method of exposure, 
it can copy opaque or two-sided 
originals without an intermediate 
step. Copies can be made on card 
stock and, if desired, on both sides 
of a sheet. 

The process can also make offset 
masters in about one minute using 
an accessory unit. The first copy 


takes about 50 seconds to make, but 
additional copies can be made more 
rapidly. 


Xerography 


The xerographic process is based 
upon the fact that electrical charges 
of like polarity repel each other, 
while unlike charges attract. Here 
is a brief description of the process, 
step by step: 

First, using a copying camera, 
the image of the material to be 
copied is projected onto a coated 
plate that bears a positive electrical 
charge. Light acts on the plate to 
cancel the electrical charge. Since 
light is reflected only by the lighter- 
colored portions of the original, the 
plate retains its charge in these areas 
which correspond to the dark lines 
and letters of the original. There- 
fore, the image has now been copied 
in the form of an invisible electrical 
charge. During the developing 
phase, a dark resinous powder which 
carries a negative electrical charge 
is passed over the plate. Because 
unlike electrical charges, attract, 
the powder adheres to those areas 
of the plate which represent the 
letters and lines of the original, 
thereby making the image visible. 

In order to make the copy, a 
sheet of paper which is positively 
charged is placed over the plate. A 
portion of the negatively charged 
powder is attracted to the paper. 
(It is possible to obtain up to eight 
copies from the powder which re- 
mains on the plate.) The paper, 
with the powder adhering to it, is 
then placed in a “fuser,” where it 
is exposed to heat. This embeds 
the powder firmly in the paper and 
produces a permanent copy. 

In the same manner (and at the 
same time that paper copies are 
being made) a paper offset master 
can be produced. 

The process can also make pre- 
sensitized positive working metal 
offset plates, spirit masters, and 
translucent copies for use with 
diazo. 


The xerographic process is able 
to copy typed and handwritten ma- 
terial, drawings, protographs, art 
work, letterheads, and so on. The 
original material can be opaque and 
two-sided, since the image of the 
original is reflected on the plate. 
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Supplies cost 
about 1¢ per copy 
with a XeroX® 914 Office Copier. 
No wet chemicals, nor expensive 
coated papers are required, and 
there are no exposure adjust- 
ments. With this copier you make 
copies directly onto ordinary pa- 
per (plain or colored) or selected 

offset masters. 


FOR YOUR FREE BOOKLET, MAIL THIS CARD TODAY! 
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Copies are as 
good as originals 
So superior is the quality of re- 
production that many people 
say copies look better than the 
original. The XeroX 914 copies 
anything the eye can see; copies 
all colors—even reds and blues— 
with sharp black-on-white fidelity. 
And without damage to originals. 
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Versatile 
and fast 


Copies in seconds anything writ- 
ten, typed, printed, stamped, or 
drawn. Business, industry, and 
government use it to copy letters, 
documents, drawings, financial 
statements, reports, freight bills, 
charts, articles, advertisements, 
even pages in bound books. 
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What users like 
about the 914... 


“Automatic, copies everything.” 
“Superb quality of copy.” If you _ 
spend $50 or more per month for 
supplies, a XeroX 914 can be of 
real benefit to you. For full. de- 
tails, mail pestage-paid reply card. 
HALOID XEROX INC., 9X-242 HA- 
LOID STREET, ROCHESTER 3, N.Y. 
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Copies are usually black on white 
paper, but paper of various colors 
and weights can be used. Some cam- 
eras permit enlarging and reducing. 
Although single copies usually take 
approximately three minutes to 
make, some new equipment using 


Copycat’s continuous machine is de- 
signed to be mounted on walls. 


Fete reas es 


‘ 


Copy-craft line has flat-bed models. 
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the xerographic process is of the 
continuous flow type. Here, the en- 
tire process proceeds automatically 
once the original material has been 
fed into the machine, thus making 
very high speeds available to the 
office using the machine. 

Haloid Xerox’s Xerox 914 is de- 
scribed as being the first fully auto- 
matic office copying machine to ap- 
pear on the market to date. It is 
said to require no sensitized or 
treated papers, nor to need any ex- 
posure of developing adjustments. 
The required number of copies may 
be made by simply setting a dial. 
It is not necessary to handle the 
copy paper, or to rehandle the orig- 
inal for the multiple copies. In this 
respect it resembles a_ short-run 
duplicating machine rather than the 
conventional copier. 


The Manufacturers 


Addressograph-Multigraph, 1200 
Babbitt Rd., Cleveland 17, Ohio. 
The Multilith Duplimat master, 
while itself a part of the duplicat- 
ing process, is produced by a 
Kodak Verifax copier. Material to 
be copied is exposed in the copier 
and a matrix is developed. From 
this master, up to a_ thousand 
copies are made directly from the 
original on a Multilith duplicator. 


T-1 


American Photocopy Equipment 
Co., 2100 Dempster St., Evanston, 
Ill. Apeco’s Auto-Stat line comprises 
three machines, which make copies 
ranging in maximum width from 11 
to 14 inches, depending on the 
model. A special unit is available 
for copying bound material. The 
line features compact design (some 
units are portable) and speed; 
about 9 seconds for a black on white 
copy. Price range: $227.50 to 
$423.50. In addition, the company 
offers the Copy Quik process, a 
multiple copy process which utilizes 
the original transfer negative as a 
master lor making additional copies, 
each additional copy requiring only 
one sheet of paper. The Copy Quik 
process requires a different de- 
veloper from that used in normal 
diffusion-transfer photocopying. For 
use with the Apeco Uni-Matic or 
Dial-A-Matic machines, or competi- 
tive equipment, an accessory proc- 
essor is normally required. If used 


with Apeco’s Director model, an 
additional tank only is required. 
T-2 

Ampto, Inc. (Subsidiary of Anken 
Chemical & Film Corp.), 9 Hix 
Ave., Newton, N. J. Ampto offers 
two models, one accommodating 
material 9 inches wide by any 
length, the other taking material 
up to 14 inches wide by any length. 
The smaller unit is portable and 
has a carrying handle. Price range: 
approximately $189 to $379. Anken 
Film Co., another subsidiary of the 
parent corporation, offers the Plena- 
copy process, which can be used to 
make multiple copies from transfer 
negatives made on any machine. 
The process utilizes the transfer 
negative, heretofore usually  dis- 
carded, as a master for making 
additional copies, using only one 
sheet for each additional copy and 
eliminating the peel-apart step. 
(The transfer negative must be 
dried with the least possible ex- 
posure to light, though not neces- 
sarily in a dark-room.) When the 
Plenacopy process is used with ma- 
chines of the Ampto type, a second 
processing solution tray is all the 
additional equipment needed. A 
Plenamatic processing unit, for use 
with other brands of photocopiers, 
is also available. T-3 


Copease Corp., 425 Park Ave., 
New York 22. The Copease line 
comprises 12 models, including three 
fully automatic machines, two book 
copiers which combine exposure 
and developing of copies of pages 
from bound volumes, and a variety 
of separate exposing and developing 
units in different sizes. The smallest 
model will take copy up to 814 by 
14 inches. Of larger machines, one 
will take copy 17 by 24 inches, 
another will take copy 14 inches 
wide, and of any length. (Addi- 
tional information on previous 
pages.) Price range: $250 to $397. 

1-4 

Copycat Corp., 215 Park Ave. 
South, New York 3. Copycat ol- 
fers four continuous-type machines 
which will accept copy of any 
length, in maximum widths rang- 
ing from 9 to 18 inches, depending 
on the model. Two of the machines 
(with maximum copy widths of 10 
and 14 inches respectively) can be 
attached to a wall mounting. In 
these two machines paper is sprayed 
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5 dry, easy-to-read Verifax copies turned out in 1 minute for 24%¢ each 


Bet a Verifax Copier does jobs 
you never thought of ! 


First surprise —a Kodak Verifax Copier gives you not one, but 5 or more 
copies from a single sheet of matrix paper. That’s economy! Next, it does 
more than just copy anything that’s written, typed, drawn or printed. It 
makes copies on one or both sides of white or color-coded bond-type 
paper ...oron printed forms. .. or card stock. It also can whisk out trans- 
lucent whiteprint masters . . . even offset masters, with a low-cost adapter. 


See why a Verifax Copier is far and away your best buy today. For free office 
demonstration, call your local Verifax dealer listed in Yellow Pages under Dupli- 
cating or Photocopying Machines. Or write Eastman Kodak Company, Business 
Photo Methods Division, Rochester 4, N. Y. for free booklet describing all Verifax 


Copier models. Prices quoted are manufacturer's suggested prices and are subject to change without notice 


Yerifax*® Copying DOES MORE... COSTS LESS... MISSES NOTHING _ 


(Circle No. 25 on Reader Inquiry Card) 
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ORRECT OVER 5000 ERRORS 


“AND SAVE YOUR TYPISTS OVER 25 HOUN ie 
_ Sounds incredible, but here's how: | 


‘ . mt * 
_ © You. save at least 30 seconds by css with : 
_ KO-REC-TYPE instead of an eraser type it, a str 
_ of KO-REC-TYPE over the error, re 
and presto---it disappears. ) 


* 30 seconds saved per error X 3000 
_ seconds (25 hours) saved 


_ Equally i rtant, your letters will be neater 
erasure marks. No more time wast 

S over because of erasures, eithe 

: - PY strips for correcting carbons. 

_ Both packages are only $1.19 each. Why not see © 
your stationer or office supplier today. 


EATON ALLEN CORP.. 170 TILLARY STREET, BROOKLYN 1, N. Y. 
(Circle No. 74 on Reader Inquiry Card) 
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with developer, rather than being 
immersed in it. 

Copycat also offers separate print- 
ers (flat-bed) and developing units. 

Copy-Craft, Inc., 105 Chambers 
St., New York 7. The Copy-Craft 
line comprises five electrically pow- 
ered and three manually powered 
models. Among the machines are 
some of the flat-bed type, which can 
copy pages from bound material. 
The smallest Copy-Craft model will 
take copy up to 81% by 14 inches. 
One of the largest models will 
accept copy up to 18 by 24 inches; 
another will take material up to a 
maximum width of 15 inches and 
of any length. Price range: $178 to 
$329. Also, special Compak Unit 
which will handle the printing and 


| developing of offset plates. T-5 


Cormac Photocopy Corp., 80 Fifth 
Ave., New York 11. Cormac offers 
seven models, including flatbed 
(which can copy from bound vol- 
umes) and continuous-type  ma- 
chines. The smallest model will 
accept copy up to 81% by 14 inches; 
the largest will take copy up to 18 


| inches wide and of unlimited 


length. Price range: $149 to $374. 
In addition, Cormac offers the 
Poly-Copy Process, which utilizes the 
transfer negative—from any photo- 
copier — as a master for making 
multiple copies; the process elimi- 
nates the peel-apart step in making 
copies in quantity. The Cormac 
Poly-Copier will accept material up 
to 9 inches wide by any length. 
(Additional information on previ- 
ous pages.) 

Cormac also recently introduced 
new Cormac “500” copying device 


A. B. Dick’s versatile Model 110 photo- 
copier is said to be especially adapted to 
copying accounting work sheets and 
engineering drawings. 
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with Flomatic control. Machine is | 
said to copy everything in one step 
and requires no solution handling. | 
A. B. Dick Co., 5700 W. Touhy 
Ave., Chicago 31. Company has 
electrically powered photocopy ma- 
chine which accepts copy in. sizes 
up to 9 by 141% inches, and which 
can copy bound material. Recently 
announced is new Model 110 Photo- 
copier with improved operating 
features. (Additional information 
mentioned previously.) T-7 
Duophoto Corp., 236 Fifth Ave., | 
New York I. Duophoto manufac- | 
tures the Duomatic machine, which 
will accept copy up to 14 inches 
wide by any length. Price: $695. 
Duophoto also offers the Quanti- 
copy process, designed to utilize the aN 
transler negative as a master for \ A gene 
making single-sheet multiple copies. AS 
The Duophoto Corp. is a distribu- | 
tor for the Photorapid line. (See | 
Photorapid listing.) T-8 


General Photo Products Co., Inc., 
P. O. Box 23, Chatham, N. ]. The 
Genco Exact-Fax line — includes 
printing units, developing units, 
and combination models. The small 
est combination model will take 


copy ip to 4 by 15 inches. Aw QFFICE EXECUTIVES! 


other can take copy to a maximum 


of 20 by 40 inches, One machine, the most versatile business machine in 
will take copy 14 inches wide by the business world DOES MORE JOBS! 


any length; a larger machine will 


take copy 12 inches by any length. On Wall Street, Michigan Avenue... Main Street U.S.A. .. .““Thermo- 
A combination outfit, consisting ol Fax’’ Brand Copying Machines are copying correspondence, address- 
a continuous printer and continuous ing labels, laminating, making statements, projection transparencies, 
processor, takes copy up to 20 and paper printing plates. Also, systems papers for as little as 2¢ a 
inches wide by any length. Price copy. Plus many more jobs. 

range: approximately $95 to $450. And all-electric ‘‘Thermo-Fax’”’ Copying Machines are delivering 


Firm also has new model Genco 
Porta-Fax photocopying machine 
which automatically exposes, proc 
esses, and prints 60 to 120 copies per 


hour. T-9 


Gevaert Co. of America, Inc., 221 


each job perfectly dry in just 4 seconds! 

The ‘“‘Thermo-Fax’’ Copying Machine is the business man’s business 
machine for one sound reason...does more jobs! See for yourself. 
Mail this coupon. 


ADDR 


Thermo-Fax 


COPYING MACHINES 


roc e eeeeee ae re 


MINNESOTA MINING AND MANUFACTURING CO. 
Dept. DBZ-31, St. Paul 6, Minnesota 

Thermo -Fax 

COPYING PRODUCTS 


At no obligation, I'm interested in information about 
how a ‘‘Thermo-Fax"’ Copying Machine can simplify 


| 

| 

| 

ES: the jobs mentioned above. I 
a Name 

| 

| 

! 

| 


| |Minnesora Miiwine anol company 
j RAanecncvonene COMPANY] Address __ 


Hunter’s new Royal Scot Laird model |... wwere nestancn 1s THE KEY TO TOMORROW 


: 2 City ____Zone_._ State ™ 
makes any desired number of copies | THE TERM ‘*THERMO-FAX'? IS A REGISTERED [_] Check if you now own a “‘Thermo-Fax"’ Copying 
- . TRADEMARK OF 3M COMPANY 
from single negative. 1 machine. 


eS 


(Circle No. 40 on Reader Inquiry Card) 
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TOOLS §OF THE OFFICE) 


NO 
OTHER 


PAPER CUTTER 
Ry ouns 
O WELL 


TO SELL 
so Low 


Ci zetoonnny lin 


the precision Paper Cutter 


SIZES 14” & 18” 
(20/2" MICHAEL) 


FOR OFFICE, BOOKKEEPING & 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations, stationers, 
photo finishers, small printers, lettershops, 
mimeograph, offset shops, advertising agencies, 
schools, colleges, churches. 

Order from your dealer or 

MICHAEL LITH sales corp. 

145 West 45th Street, New York 36, N. Y. 


@ Dealer: Write For Profitable Sales Plan. 


(Circle No. 39 on Reader Inquiry Card) 


Mr. Melvin Stich, Office Mer., 
Excello & Jayson Pajamas, Inc., N. Y., N. Y. 


“1 was convinced of the difference in pencils 
when I tried a DIXON TICONDEROGA 


with their new MARVELEAD.” 


The Joseph Dixon 
Crucible Company 


JERSEY CITY 3, NEW JERSEY 
TICONDEROGA, N. Y.-MEXICO CITY, D. F. 


SANDUSKY, OHIO-NEW MARKET, CANADA 


(Circle No. 22 on Reader Inquiry Card) 
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W. 54th St., New York 19. Gevaert’s 
sensitized photographic products are 
distributed through A. B. Dick; 
Royal McBee; Photorapid; Savin 
Business Machines; and Copycat. 
T-10 
Hunter Photo-Copyist, Inc., 566 
Spencer St., Syracuse, N. Y. Firm 
makes Royal Scot Copymor Equip- 
ment. New machine makes any 
number of copies from one nega- 
tive. T-11 
Kenro Graphics, Inc., 25 Com- 
merce St., Chatham, N. J. Kenro’s 
process cameras, while not photo- 
copiers in the sense used in this 
section, can be used to prepare, by 
photographic methods (using cer- 
tain accessories) plates which can 
be run on office-size offset dupli- 
cators, and xerographic plates. The 
Vertical 18 Process Camera _pro- 
duces negatives to 14 by 18 inches. 
With the Prismatic Head (for 
photocopies), maximum negative 
size is 12 by 18 inches. With Xero- 
graphic head, 11 by 14 inches. 
Camera price: $1,250. Prismatic 
head: $427. Xerographic head: 
$100. T-12 


Ludwig offers new Contoura line. 


F, G. Ludwig, Inc., Coulter St., 
Old Saybrook, Conn. Ludwig ofters 
the Contoura line, comprising five 
electrically powered and three man- 
ually powered machines. The small- 
est machine will take copy up to 
8 by 10 inches. The largest will 
accept material of a maximum 
width of 14 inches, and of any 
length. Among the Contoura mod- 
els are three which will copy bound 
material. Contoura also offers the 
Plenacopy process developed by 
Anken Film Co. (Additional infor- 
mation on previous pages.)  T-13 

Nord Mfg. Corp., 366 Jericho 
Turnpike, Mineola, L. I., N. Y. 
The Nord line comprises three 
models, the smallest of which will 
take copy up to 9 by 15 inches, the 
largest of which will accept material 
up to 15 by 18 inches. The machines 


will copy bound material, and some 
will transfer material to special, 
sensitized offset plates. Price range: 
approximately $179 to S315. 7-14 


Peerless photocopier uses new process. 


Peerless Photo Products, Inc., 
Shoreham, L. 1., N. Y. Peerless’ line 
of Dri-Stat photocopy units includes 
five continuous type machines, and 
one flat-bed printer, which can copy 
from bound material. Continuous- 
type units can take copy of any 
length, and in maximum widths of 
9 to 14 inches, depending on the 
model. Special feature is automatic 
feed through processor. Price range: 
$195 to $685. In addition, Peerless 
offers a new process called Quick 
Silver. This can be used to make 
a single auto-positive copy (white 
on black) in a single sheet opera- 
tion or to make multiple copies 
from a single permanent negative, 
produced in a_ single-sheet pro- 
cedure which eliminates the peel- 
apart step. One Quick Silver com- 
bination printer and processor is 
available, taking copy in a maxi- 
mum width of 9 inches, and of any 
length. (A larger model is also 
planned.) A separate processor, de- 
signed for use with Peerless or 
other brands of photocopy equip- 
ment is also available. Price range: 
approximately $150 to $350. Peer- 
less also offers the Copy-Cart, a 
mobile unit designed for continu- 
ous-flow copying of as many as 450 
81% by 11 inch originals per hour. 


Photorapid’s newest model is Electra. 
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Maximum copy size accepted is 9 
inches by any length. In copying, 
machine reduces material to 70 
per cent of size of original. Price: 
under $5,000. Also, Peerless has new 
Copy-Cart portable camera with 
cutter mechanism. Unit copies all 
types of originals and produces 450 
81/4, by 11-inch copies or 1200 check- 
size copies per minute. T-15 

Photorapid. The Photorapid line, 
manufactured in Switzerland in- 
cludes electrically powered models 
of both the flat-bed and continuous 
type. The smallest machine will 
take copy up to 9 by 14 inches; the 
largest will accept material up to 
24 inches wide and of any length. 
Some models can copy from bound 
material. The Photorapid line also 
includes MagiPlate, an aluminum 
offset plate, maximum size 11 
inches, which can be made on the 
Photorapid Transfer Unit for use 
on offset machines. Price range for 
machines (approximately): $169 to 
$549. The Photorapid line is dis- 
tributed in this country by: Duo- 
photo Corp., 236 Fifth Ave., New 
York 1; W. F. Mullen Co., 3620 
Oakton St., Skokie, Il.; Pacific Copy 
Co., 142 Oregon St., El Segundo, 
Calif. T-16 

Photorapid also has new photo- 
copy machine called “Electra,” 
mentioned previously. 

Photostat Corporation, 1001 Jef- 
ferson Rd., Rochester 23, N. Y. The 
company offers the Photostat In- 
stant Copier available in two mod- 
els. Maximum size of printed area 
is 814 by 11 or 14 inches, depending 
on the model. An adapter is avail- 
able for making offset plates. Photo- 
stat also distributes Verifax equip- 
ment. (See “Verifax” section.) 
Photostat’s photocopy line com- 
prises photographic equipment of 
the camera type (as opposed to the 
contact or transfer type sometimes 
implied in the term “photocopier’’). 
The line includes models which can 
make prints 814 by 11 inches or 
smaller, and ranges to models suit- 
able for engineering drawings and 
other large material, which can print 
areas up to 18 by 24 inches. The 
equipment can enlarge or reduce. 
Both negative and positive right- 
reading copies can be produced. 
Features include automatic process- 
ing, special subject holders for auto- 
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matic feed, book holders, registra- 
tion devices. Price range: approxi- 
mately $1,395 to $13,530. T-17 

Remington Rand Division, Sperry 
Rand Corp., 315 Park Ave. South, 
New York 10. Remington Rand’s 
machines include continuous type 
and flat-bed printers of the Trans- 
copy line, as well as camera-type 
equipment of the Dexigraph line 
and a variety of microfilm units. 
Transcopy units include combina- 
tion printers and processors as well 
as separate processors. T-18 
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Robertson Photo-mechanix, Inc., 
7440 Lawrence Ave., Chicago 31. 
Robertson offers a line of camera 
equipment and accessories which 
can be used to prepare xerographic 
plates for duplicating. T-19 

Rovico Inc., 318 Market St., 
Newark 2, N. J. Rovico’s Fotomate 
line includes three continuous-type 
machines, accepting copy in maxi- 
mum widths of 12, 1514 and 19% 
inches, depending on the model; 
all accept copy of any length. An 
additional attachment permits copy- 


Get extra mileage 
from your carriage 


with quality WEBSTER 
CARBON PAPERS 


Exclusive, Uncoated Numbered Edge makes carbon handling 
easier and cleaner. It insures you neatly typed, even carbons 


every time. 


Stays Flat even in extreme temperatures. Each sheet is spe- 
cially treated to insure smooth, flat, uniform handling ease. 


Weights and Finishes to fit individual needs. You'll get crisp, 
clean results whatever your typing requirements. 


And Webster offers you a variety of other high quality dupli- 
cating supplies: typewriter ribbons in cotton, nylon and silk for 
all typewriter makes; office machine ribbons for most types of 
adding, accounting, tabulating and addressing machines; 
carbon paper rolls, spirit duplicating papers and master units. 


plus: hand cleansers, type cleaners, instrument oil, and dupli- 


cating fluid. 


At better office equipment dealers everywhere — make it 


clear you want 


Webster 


MultiKopy Durametric Carbon Papers 


Always send a “‘Time-Saver” courtesy carbon copy 
F.S. Webster Company + 3 Amherst Street « Cambridge, Mass. 


(Circle No. 71 on Reader Inquiry Card) 
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bound volumes. Price 
to $425. In addition, 


ing from 


range: $225 


Rovico offers the Rovi-copy process 
for making multiple copies trom 
one negative, using a single sheet 
for each copy. 


Royal McBee’s Royfax copying machine 


Royal McBee Corp., Westchester 
Ave., Port Chester, N. Y. In addi- 
tion to copying letters and other 
business documents, the Royfax of- 
fice copier makes paper transpar- 
encies from engineering work 
sheets or Diazo copy to produce 
masters for blueprint machines. 
Machine makes metal offset plates 
for duplicating. Using various 
papers available, the Royfax unit 
can make a single copy, or as many 
as 15 to 18 copies from the same 
negative. According to the manu- 
facturer, the most popular unit is 
the RF-25, which sells for $220. 


T-20 

Savin Business Machine Corp., 
161 Ave. of Americas, New York. 
(Information on previous pages.) 


T-21 


Triangle’s new “Nine” photocopier 


Smith-Corona Marchant, Syra- 
cuse 1, New York. Firm has three 
new photocopy machines: the Vivi- 
copy 9, 12, and 14, all of which 
copy anything on white, standard 
weight paper. Models operate on 


the diffusion transfer _ principle, 
utilizing light and a developer for 
the instant transfer of an exact 
image on white sensitized paper. 
The model designations of “9”, 
“12”, and “14” are according to 
paper width capacity. The 9-inch 
capacity model is priced at $99.50; 
the 12-inch at $269.50, and the 14- 
inch at $289.50. T-22 


Triangle Business Machines, Inc., 
1808 South Main St., Los Angeles 
15, Calif. Firm has photocopy ma- 


SA >, SR eS ae 


chines Triangle 9, Universal 100, 
and Dri-Mate. Triangle also has 
complete line of photocopy paper— 
white and colored, regular and spe- 
cial sizes, single or double sided, in 
bond, air weight, or card stock. 
Also transparent and_ translucent 
papers, and clear and matte films. 
T-23 

Diazo 
Charles Bruning Co., Inc., 1800 
W. Central Rd., Mt. Prospect, Il. 
Bruning’s Copyflex line includes 


arr erage 


ae 


“FOR THE RECORD 
s —IT’S THE GREATEST!” 


Copying Products Division 


-_ INTERCHEMICAL Corporation 


ANT E. 7th Street, Cincinnati 1, Ohio, 
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eleven models, all of which take 
copy of unlimited length, in widths 
ranging from 11 to 54 inches, de- 
pending on the size of the model. 
Desktop units can process up to 13 
linear feet per minute; the largest 
model up to 75 feet per minute. 
The machine can print in several 
colors; with hand developing, multi- 
color prints can be obtained. Paper 
colors available are blue, pink, 
green, salmon, yellow, and white. 
Most Copyflex models feature auto 
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For more good news about 


matic separation ol originals from 
copies. Price range: approximately 
$295 to $7,800 (F.0O.B. Mt. Pros- 
pect) . T-24 

Copymation, Inc., 5650 N. West- 
ern Ave., Chicago 45. Seven models 
are offered, accepting copy in maxi- 
mum widths ranging from 26 to 45 
inches, and of any length. Operat- 
ing speeds range from I4 to 75 feet 
per minute, according to the ma- 
chine. Some models feature auto- 
matic separation of original and 
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this revolutionary copy paper, NAME 
attach this coupon to your COMPANY 
letterhead and send to: ADDRESS 


Dept. AB 361 
INTERCHEMICAL Corporation 


417 E. 7th St. 
Cincinnati 1, Ohio 


Please send further information. 
| would like a demonstration of IC 
Instant Copy Paper. 


print; others offer semi-automatic 
manual separation of original and 
print. Also, “Dart,” a new desk-top 
copier. (Additional information 
mentioned previously.) T-25 

Ozalid, Div. of General Analine 
& Film Corp., Johnson City, N. Y. 
The company offers eight models, 
ranging trom the desk-top machine 
for letter-size copies to large ma- 
chines which take copy up to 54 
inches wide. Operating speeds are 
from 10 to 100 feet per minute, 
depending on the model. Price 
range: $410 to $10,995. Through its 
subsidiary, Reproduction Products 
Co., Detroit, Mich., the company 
offers a machine of the diazo-moist 
developing type called the Viking, 
which will accept copy up to 18 
inches wide and operates at speeds 
up to 18 feet per minute. Price: 
approximately $550. Ozalid is also 
distributor for the Pelprinter, a 
portable diazo unit. 


Firm also has new whiteprint 
copying machine, a tabletop model, 
called the Ozamatic 60. Also, the 
new “one-step” Junior Ozamatic, 
and new Super Ozamatic. T-26 

Paragon-Revolute, Div. of Charles 
Bruning Co., Inc., 77 South Ave., 
Rochester 4, N. Y. The Revolute 
line comprises four electrically pow- 
ered models which accept copy in 
widths ranging from 24 to 54 inches, 
depending on the model, and in 
unlimited lengths. Speed of opera- 
tions is 125 feet per minute (opti- 
mum). Printing colors available are 
blue, black, red and sepia; paper 
colors are white, pink, yellow, green, 
blue. Price range: approx. $2,050 
to $10,900. T-27 

The C. F. Pease Co., 2601 W. 
Irving Park Rd., Chicago 18. Pease 
specializes in large-scale models; 
smallest machine is 42 inches wide. 
The firm's “Scout,” prints copy up 
to 45 inches in width and of practi- 
cally any length, at speeds up to 20 
feet per minute. Price range: for 
the “Scout,” $1,375 and up (F.O.B. 
Chicago) . T-28 

Pelprinter, Inc., 555 Central Ave., 
Orange, N. J. (See: Ozalid) 

Reproduction Engineering Corp., 
Ivoryton, Conn, (Formerly Peer- 
less Colonial Products, Inc.) Com- 
pany offers three Blu-Ray models, 
accepting copy to widths of 14 and 
42 inches, respectively, and operat- 
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RECORD 
STORAGE 
At Lowest Unit 

— ° 


For Inactive Records 


Provide maximum protection 
at minimum cost. Highest grade 
corrugated fibre-board. All one piece 
—no parts to wear, get out of order. 
Single eyelet closure front and 
back provides quick, easy closing 
and opening—and absolute security. 
Labels factory applied, gummed 
titling strips with each box. 25 sizes. 
Sold by all leading stationers. 


Send for FREE Manual of Record Storage Practice; 
complete products catalog. Clip ad to letterhead and 


mail to: Dept. OM-3, 
“ERS 


> BANKERS BOX COMPANY 

B ; * Record Storage Specialists Since 1918 

> < - 2607N. 25th Ave., Franklin Park, Il. 
Opt 


(Circle No. 9 on Reader Inquiry Card) 


COSTLY RE-DRAFTING OF 

S if OP ORGANIZATION CHARTS 

The COFFIELD a 
EVERLASTING 

Interchangeable 


ORGANIZATION 
CHART 


a typewriter and typing paper are all you 
Lael toe note your chart up to date. ache that a 


ELECTRO- MOTIVE DIVISION. 
GENERAL MOTORS CORPORATION — 


| 


ia! 


We 


© Sizes te Fit Any Organization Structure 
© Eliminates All Costly Drafting 
* Photegraphs for Sharp Prints 
¢ Invaluable as a Visual Training Aid 
° All Parts Are Movable and Re-usable 
* Selves Your Chart Problem Forever 
Write for Free 16-Page oy | eed 
with Price Schedule 


MANAGEMENT CONTROL “CHARTS co. 


1731 N. WELLS S$ CHICAGO 14, ILL. 
(Circle No. 7 on Reader Inquiry Card) 
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| TOOLS OF THE OFFICE] 


ing at speeds of up to 414 feet per 
minute. Machines are compact, and 
can be set on table tops. Price 
range: approximately $197.50 to 
$287.50. T-29 

Technifax Corp., 195 Appleton 
St., Holyoke, Mass. Five electrically 
powered and two manually pow- 
ered models are offered. The largest 
model prints in widths up to 54 
inches, and lengths to 500 yards, at 
speeds up to 125 feet per minute. 
The company’s newest development 
is the Slidemaster System which 
produces Diazochrome R_ multi- 
color transparencies for overhead 
projection. Price range: approxi- 
mately $17,500. T-30 


Facsimile 


Rex-Rotary Distributing Corp., 
387 Park Ave. South, New York 16. 
The Electro-Rex is an electronic 
stencil cutter which can produce 
stencils or plates from drawings, 
typed matter, office forms, screened 
photographs, etc. Maximum size of 
the printed area is 8 by 121% inches. 
Scanning may be set at spacings 
from 125 to 750 lines per inch. 
Price: about $1,913.60. T-31 


Rex-Rotary’s Electro-Rex stencil cutter 


Westrex Corp., 540 W. 58th St., 
New York 19. This company’s Sten- 
afax equipment electronically makes 
masters for the stencil, offset, and 
gelatin processes, as well as single 
copies. IT'wo models are available 
for making copies in sizes to 814 by 
14 inches. The machine can copy 
full-tone, half-tone or line copy at 
the same time. Price: approx. 
$1,895. T-32 

The Western Union Telegraph 


Co., 60 Hudson St., New York 13. 


While Western Union's Intrafax 
equipment is intended primarily for 
communications, it can make 
printed copies of typed matter, 
handwritten matter, sketches, etc, 
in the process. It can thus be used 
for single copies, or to make masters 
for the offset and hectograph 
processes. T-33 


Thermo-Fax 


Minnesota Mining & Mfg. Co., 
900 Bush Ave., St. Paul 6. Three 
Thermo-Fax senchines are offered, 
all of table-top size. One model, the 
Premier, is of the flat-bed type 
which can copy from bound mate- 
rial, as well as flat sheets; maximum 
copy size is 9 by 141% inches. The 
other two models are of the con- 
tinuous type: the Secretary accepts 
copy up to 81% inches wide; the 
Fourteen takes copy up to 14 inches 
wide. Copy length is unlimited. The 
company also offers supplies de- 
signed for special uses with the 
equipment, including pencils, inks, 
typewriter ribbons, special papers, 


3M’s Secretary Thermo-Fax machine 


Mr. Stephen C. Singleton, Office Mer., Small _— 
“Real Estate Plan’’—‘‘Sire Plan”, N. Y., 


“Thought a pencil was just a ile 
until I actually tried DIXON TICONDER- 
OGAS with MARVELEAD.” 


The Joseph Dixon 
Crucible Company 


JERSEY CITY 3, NEW JERSEY 


TICONDEROGA, N. Y.- MEXICO CITY, D. F. 
SANDUSKY, OHIO-NEW MARKET, CANADA 


(Circle No. 22 on Reader inquiry Card) 
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etc. (Additional information men- 
tioned previously.) T-34 


Verifax 


Eastman Kodak Co., Rochester 4, 
N. Y. The Verifax line includes 
four machines which can copy any 
color original in maximum. sizes 
ranging from 814 by 11 to 10 by 16 
inches. Price range: $99.50 to $425. 
The company also offers Verifax 
Offset Adapters which utilize the 
Verifax process to make transfers 
onto paper offset masters which will 
provide a run of 1,000 or more 
copies. Two models are available 
with maximum copy sizes of 9 by 14 
inches and 10 by 16 inches respec- 
tively. Price: approximately $98.50. 

T-35 


Xerography 


Haloid Xerox Inc., 6 Haloid St., 
Rochester 3, N. Y. Aside from the 
new Xerox 914 Copier mentioned 
earlier, the Xerox line includes 
cameras, fusers, processors, con- 
tinuous printers, and accessories. 
Cameras, depending on the model, 
can enlarge, reduce, or make same- 
size copies. Panel and book holder 
attachments are available for use 
with copying equipment. Single 
copies, can, of course, be made, but 
the equipment is especially suitable 
for making masters for offset, diazo, 
or spirit processes, thus serving as 
a valuable adjunct to duplicating 
systems. Xerox Copyflo continuous 
printers use the  xerographic 
method to reproduce material, par- 
ticularly from microfilmed frames 
or roll microfilm. T-36 


eee 


¥38. 


Xerox 914 copier is unique in its field. 


MARCH 1961 


BROWNVILLE 
Paper Company 
Brownville, New York 


The Gettysburg Address 


Lincoln, the great emancipator, 
wrote his immortal words on a piece 
of brown paper sacking. 


Important documents today are 
typewritten with many copies. The 
need for more copies and greater 
legibility has led to the widespread 
use of Sea Foam Bond—America’s 
leading second sheet! 


Watermarked Sea Foam permits 
13 legible copies, lies flat, never 
creases or curls, erases in a whisk, 
and is available in seven colors 
for better channeling. 


Teachers, Secretaries, Bosses! Write on 
your letterhead for the SEA FOAM 
sample packet, today. Write Dept.OM361 


(Circle No. 16 on Reader Inquiry Card) 


Waiting for the mail 
gives doodlers a break! 


(Circle No. 53 on Reader Inquiry Card) 


«(®I» 


Of course, the doodlers might b 
working. In most offices, however, work 
doesn’t get under way in the morning 
until the mail is opened and distributed. 
A MailOpener helps the business day 
get started earlier, can save a lot of time. 


@ The MailOpener opens mail faster. 
more neatly, and more efficiently than 
by hand. Snips a hairline edge off an 
envelope without disturbing contents. 
Handles any size or weight of envelope. 


e@ Three models, electric and hand 
operated, for a lot of mail or a little. 


@ Ask the nearest Pitney-Bowes office 
for a free demonstration. Or send for 
free illustrated booklet. 

FREE: Send jor handy desk or wall chart of 


latest postal rates, with parcel post map 
and zone finder. 


Pitney-Bowes 
MAILOPENERS 


Pitney-BowEes, INc. 
2962 Walnut Street, Stamford, Conn. 


. . originator of the postage meter..- 
148 offices in U.S. and Canada. 
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Sheav-Adcttow 
CORNER ROUNDERS 
$25.00 


Prices include one 
plug-in cutting unit. 


MODEL 20 


ADVANTAGES: 


¢ Clean-cut shearing 
—no chopping. 


Self-honing knives 
stay sharp longer. 


Automatic chip dis- 
posal. 


No bolting of 
knives to head. 


e Change cutting 
unit in 3 seconds. 


© Noreplacement of 
cutting blocks. 


$7§-00 


_ Prices slightly 
higher in Canada 
and west of the 
Rocky Mts. 
Write us for details. 


LASSCO PRODUCTS, INC. 


485 Hague St. © Rochester 6, N. Y. 


(Circle No. 35 on Reader Inquiry Card) . 


How To Get Things Done 
Better And Faster 


BOARDMASTER VISUAL CONTROL 


vy Gives Graphic Picture—Saves Time, Saves 
Money, Prevents Errors 

vy Simple to operate—Type or Write on Cards, 
Snap in Grooves 


vy Ideal for Production, 
Scheduling, Sales, Etc. 

yy Made of Metal. Compact and Attractive. 
Over 500,000 in Use 


Full price $4950 with cards 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


Yanceyville, North Carolina 
(Circle No. 28 on Reader Inquiry Card) 


Traffic, Inventory 


24-PAGE BOOKLET NO. G-500 
Without Obligation 
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Yours for the Asking — 


CATALOGS 


Digital computer 

Bendix Computer Div., 5630 Arbor Vitae, Los An- 
geles 45. Characteristics of automatic programming 
systems for the Bendix G-15 digital computer are 
described in an eight-page brochure (AR-1060) en- 
titled “Bendix G-15 Automatic Programming Systems.” 
Partially coded illustrations of typical programming 


problems are given, and a complement of peripheral GIS 
equipment for the G-15, including punched paper tape _—_— 
units, is shown. 

Merchandising control system C-2 


Universal Controls, American Totalisator Div., 745 Fifth Ave., N. Y. 
22. An illustrated brochure describes Uni-tote, an automated merchandis- 
ing control system that uses point-of-sale registers to gather pertinent 
sales information. 


Movable interior walls 

The E. F. Hauserman Co., 5711 Grant Ave., Cleve- Pe 
land 5. A fully illustrated brochure depicts the Sig- 5 
nature line of movable interior walls and explains 
the design principles on which the wall systems are 
based. Doors, hardware, and basic electricals are dis- 
cussed, as well as accessories and special conditions. 
Complete specifications are given, including those of ; : 
paint finishes and sound control features. ee | 


C-3 


Thermo-Fax copy paper C-4 

Minnesota Mining & Mfg. Co., Dept. L1-24, 900 Bush Ave., St. Paul 
6, Minn. A reference table that indicates the correct size, type and color 
of Thermo-Fax copy paper to be used for making copies of individual 
tax forms, is included in the “Guide for Reproducing Federal Tax 
Returns.” The booklet also names states in which reproductions of tax 
returns are authorized. 


Office smoking accessories 

Smokador Products, 71 Locust Ave., Bloomfield, 
N. J. A 64-page catalog lists innumerable products in 
the company’s line of smoking accessories for the office. 
Waste baskets, floor lamps, desk lamps, and combina- 
tion lamp ashtrays are also depicted in the publication. 
Wall urns, sand pans, and pottery urns are among the 
ash receptacles included; photographs illustrate each 
of the products. 


Danish design in offices 

Jens Risom Design Inc., 444 Madison Ave., New 
York 22. A colorful brochure describes and illustrates 
office installations that reflect the contemporary Dan- 
nish influence. Prize-winning executive offices, corpora- 
tion reception areas, board rooms, and _ all-purpose 
working areas are included in this roundup of Amer- 
ican business environs. 
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Executive furniture series 


C-7 


B. L. Marble Furniture, Inc. ,Bedford, Ohio. The 2000 series of executive 
furniture, including desks, tables, and cabinets, is beautifully illustrated in 
a colorful brochure. An item of interest is the fan top, conference tvpe desk 


with ring chairs. 


Power cutters 


C-8 


The Challenge Machinery Co., Grand Haven, Mich. Booklet F-638 pro- 
vides information on the operating features and accessories of power cutters 
in 1934 through 3014-inch size. The illustrated booklet gives specifications 
and suggests methods by which power cutters can save time and boost 


production. 


Private telephone system 


C-9 


Commercial Sound Div., DuKane Corp., St. Charles, Ill. A six-page bro- 
chure with 22 illustrations explains the benefits of the private automatic 
telephone system. Executive use of the company’s Dial Flexifone which 
combines the best features of intercom equipment with those of the private 


automatic telephone, is emphasized. 


C-10 


Anken Film Co., Newton, N. J. 
The first in a series of pamphlets 
describing photocopying techniques 
deals with special papers, film posi- 
tives, Monobath solutions, and 
other materials. 


Photocopying 


Silver sensitized C-12 


Peerless Photo Products, Ince., 
Shoreham, N. Y. A four-page bro- 
chure presents 33. silver-sensitized 
photocopy products. “The brochure 
presents the products in three cate- 
gories: slow contact, standard con- 
tact, and projection speed papers. 


C-11 
Simpson Timber Co., 2040 Wash- 
ington Bldg., Seattle, Wash. Mov- 
able partition panels of woodgrain 
finish or primed hardboard finish 
are illustrated in a colorful, 8-page 
brochure. 


Partition panels 


C-13 


‘Triangle Business Machines, Inc., 
1808 S. Main St., Los Angeles 15. 
A two-color brochure depicts the 
Triangle line of photocopy equip- 
ment tor office use, and the Univer- 
sal series, with contact printer, for 
industrial use. 


Contact printer 


BOOKLETS 


C-14 


The fate of voluntary health in- 
surance depends upon the coverage 
given by employee benefit plans, 
according to the authors, who then 
ask, will the recent inflationary 
trends in health insurance under- 
mine the entire current’ benefit 
structure? This is the perimeter for 
discussion in “Health Insurance: 
Are Cost and Quality Controls 
Necessary?” Single copies of the 
booklet are available from The 
Brookings Institution, 1775 Massa- 
chusetts Ave., N.W., Washington 6. 


Health insurance 


MARCH 1961 


“Waste Makers” C-15 


“This issue of Design Sense will 
not attempt a point-by-point retuta- 
tion of “The Waste Makers.’ Rather, 
it will discuss the current and 
mounting furor over ‘obsolescence’ 
in general, and present what we 
hope will turn out to be some new 
guideposts, not only for Mr. Pack- 
ard, but for all U. S. manutfac- 
turers.” From this preface the 
authors inveigh—with illustrations. 
Design Sense, Lippincott and 
Margulies, Inc., 430 Park Ave., New 
York 22. 


Se A a Pie :'. 


New ROBERTS 
universal electric 
NUMBERING MACHINE 


The numbering head of the new Roberts 
E-21-U “universal electric” is entirely flex- 
ible. It can be turned to permit numbering 
at any point on a sheet, card, tag, label or 
strip of material up to 12 inches wide and 
of any length. It automatically prints num- 
bers from 1 to 999,999 with instant choice 
of consecutive, duplicate or repeat, through 
as many as 10 carbons. Just plug in. Also 
available for foot operation. Roberts num- 
bering machines have been leaders since 
1889. Write Roberts Numbering Machine 
Division, Heller Roberts Mfg. Corp., 700 
Jamaica Ave., Brooklyn 8, N. Y. 


HELLER ROBERTS 


Manufacturing Corporation 
(Circle No. 55 on Reader Inquiry Card) 


NOW YOU CAN ADDRESS 
MONTHLY STATEMENTS 
IN 1/3 THE TIME 


cttach a 


PRESS-ON MASTER PATCH 


to your ledger cards 


SAVES TIME! Reduces statement addressing in 
the average office up to 66%. 

PREVENTS ERRORS! Eliminates wrong address- 
es, misspelling, ete 

ENABLES YOUR LEDGER CARDS TO WRITE! 
n addition to heading statements and collec- 
tion notices you can also address direct mail, 
service follow-ups, shipping labels, bills of 
lading and other office forms .. . all from 
your ledger card file. 

@ Just type the name and address ONCE on 

the PRESS-ON MASTER PATCH. They're 

easily prepared in an ordinary typewriter .. . no 

special equipment required. 


Machine Complete $70.00 
with Supplies Plus Fed. 
For 500 Accounts Exc. Tax 


Master Addresser Company 
6500-OE West Loke St., Minneapolis 26, Minn. 
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MODERN COMMUNICATIONS 
ARE A PART OF 
OUR WAY OF LIFE 


All cut-size 
Nekoosa Papers 
are protectively 
packaged at our mills. 
New ream box flips open 
at end for easy withdrawal 
of sheets. Wax laminate ream 

wrap provides moisture vapor 
barrier for maximum protection. 


Let Nekoosa Communication Papers speed up _super-speed presses and office equipment. And 
your communications! Because they lie flat, they are precision-cut to accurate size at our 
never curl or wrinkle, Nekoosa Communication mills. There’sa Nekoosa Communication Paper 
Papers assure trouble-free runs on today’s for every office and almost every office use. 


Streamline your office communication... use 


Hehoose. COMMUNICATION 


” 


Nekoosa Bond « Nekoosa Mimeo « Nekoosa Ledger « Nekoosa Duplicator « Nekoosa Manifold « Nekoosa Offset 
Nekoosa Opaque ¢ Nekoosa Fantasy « Nekoosa Fax « Nekoosa Master-Lucent « and companion ARDOR Papers 


NEKOOSA-EDWARDS PAPER COMPANY . Port Edwards, Wisconsin 
MILES AT PORT EDWARDS ANDB NEKOOSA, WISCONSIN, ANDB POTSDAM, NEW YORK 
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Editorial 


“MORE CLEARANCE—LESS CONFERENCE”’ 


A BOOK reviewed on page 8 of this issue (Lhe Office and ‘Tomorrow's 
Business,” by L. C. Walker) makes a point within its text that can bear 
constant repeating. “If a conference must be held, it should be kept 
clearly in mind that it is a device for considering and adopting policies, 
never for carrying them out. What American business needs is more 
clearance and less conferences.” 

A hearty Amen. The insidious web of committees, steering groups, 
work conferences, etc., continues to grow apace even though nearly every- 
one in business pays pious lip service to the need for greater individual 
responsibility and initiative. The creation of a committee, of an amorph- 
ous group of people, none of whom need be personally responsible for 
any action or recommendation, is a wonderful crutch for those already 
too comfortable, but a terrible burden on those who could, if left alone, 
be most effective. For the rash of group thinking and group decisions 
which afflict so much of American business holds a greater peril than 
lost time and belated decisions. Far more serious is the fact that very often 
the decision reached is based on the lowest common denominator, the 
compromise that’s not opposed by anybody, but doesn’t arouse much 
enthusiasm in anybody either. 

In good times, when everyone prospcrs, perhaps a business can aflord 
the luxury of being, neither wholly right nor wholly wrong, but some- 
where in between. At the moment, when competition grows more vigorous 
daily, and the “shrinking profit margin” has become a household phrase, 
it seems a dangerous extravagance. What is even worse, it’s an extrava- 
gance that brings no one any benefits. At best it creates boredom, at worst, 
utter frustration. 

Someone once said that a camel looks like a horse designed by a com- 
mittee. A camel is a worthy beast; it will usually get its passenger to his 
destination — eventually. But it’s no use in a horse race, and that’s what 
business — and the country — faces these days. 


OFFICE MANAGEMENT and AMERICAN BUSINESS 
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The new Royal Electric Typewriter makes words and letters so finely-honed it is 
a pleasure to put a signature to them. We think you will want this typewriter. 
But before you decide, please do yourself, your secretary, and your company this 
service: see all the makes of electric typewriters. Check them for printwork, 
for touch, for any other quality you wish. Only in this way can you really know 
the worth of the choice you will make. ROYAL McBEE CORPORATION 
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The Addressograph’ self-writing master record is an amazing busi- 
ness ‘“‘memory unit.”’ It provides a veritable storehouse for all kinds 
of business facts and figures. And it automatically writes this 

Th is versati le business data accurately and selectively on all types of business 
forms. It produces many kinds of statistical data at low cost. 

a PP Used in conjunction with the various types of Addressograph 

memory unit machines, Addressograph master records automate many costly 

repetitive writing operations. They'll help process your payrolls, 

route your salesmen, handle your orders, ship and invoice your 


never forgets a products, contact your customers, prospects, and stockholders. 


Let us demonstrate how Addressograph Methods can cut costs 
. for your business. Contact your nearby Addressograph office, or 
fact or figu re write Addressograph-Multigraph Corporation, Cleveland 17, Ohio. 
Addressograph-Multigraph 
® ® 


SERVING SMALL BUSINESS + BIG BUSINESS + EVERY BUSINESS ° 
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CLARK, Fe OC. 
HARRISDALE LANE 


One of more than 
100 styles of 


Addressograph DIVIDEND 


self-writing 


master records— RECORDS 


metal and plastic. 


STATISTICS 
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